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THE  CATALOGUE 


The  purpose  of  this  catalogue  is  to  furnish  prospective  students 
and  other  interested  persons  with  pertinent  information  about  Beau¬ 
fort  County  Technical  Institute  and  its  programs.  Announcements 
contained  in  this  catalogue  are  subject  to  change  without  notice 
and  may  not  be  regarded  as  binding  obligations  on  the  Institute  or 
the  State.  Changes  will  be  kept  to  a  minimum,  but  changes  in 
policy  by  the  State  Board  of  Education,  the  Department  of  Communi¬ 
ty  Colleges,  or  by  local  circumstances,  may  require  alterations  in 
curriculums,  fees,  etc. 


VISITORS 

Beaufort  County  Technical  Institute  welcomes  visitors,  especially 
prospective  students.  The  Student  Affairs  Office  will  provide  tours 
for  groups  or  individuals  on  week  days  between  9:00  a.m.  and 
4:00  p.m.  Questions  about  the  institution  and  its  programs  will  be 
answered  by  someone  from  the  Student  Affairs  Office. 

APPROVED  BY 

The  North  Carolina  Board  of  Education 
The  North  Carolina  State  Board  of  Nursing 
The  Veterans  Administration 

The  North  Carolina  State  Board  of  Cosmetic  Art  Examiners 
The  American  Medical  Association  and  American  Society  of 
Clinical  Pathologists 

Corresponding  Status — Southern  Association  of  Colleges 
and  Schools 


INSTITUTIONAL  MEMBERSHIP 

The  North  Carolina  Department  of  Community  Colleges 

Any  questions  on  the  material  in  this  catalogue  or  on  information 
not  contained  in  this  catalogue  should  be  directed  to: 

Mr.  Dermont  J.  Reid 
Director  of  Student  Affairs 
Beaufort  County  Technical  Institute 
P.O.  Box  1069 
Washington,  N.C.  27889 


A  Message  from  the  President 


Beaufort  County  Technical  Institute  is  community  oriented  in 
whom  it  serves,  in  how  it  serves,  and  in  what  ways  it  serves.  This 
school  offers  opportunity  to  the  human  being  who  might  become 
an  outstanding  contributor  to  the  world,  but  who  might  never  have 
been  educated  to  do  this  job  unless  this  institution  existed  in  this 
community.  Beaufort  County  Technical  Institute  does  open  its 
doors  to  any  qualified  resident  and  neither  geographic,  social  or 
economic  barriers  will  bar  those  doors  of  individual  privilege,  po¬ 
tential  and  opportunity  for  our  citizens. 

The  individuals  who  operate  Beaufort  County  Technical  Institute 
subscribe  to  the  belief  that  the  keystone  of  our  democracy  is  the 
sacred  value  placed  on  the  single  human  personality.  This  school 
will  continue  to  make  the  democratic  invitation  to  each  individual 
who  seeks  to  realize  his  full  potentialities  and  make  them  more 
meaningful.  It  will  always  be  the  servant  of  the  people  by  providing 
the  highest  quality  in  all  educational  programs.  High  individual 
performance,  consistent  with  the  standards  established  by  the 
Board  of  Trustees  and  faculty,  is  encouraged. 


'  .^"4-;^, '  f&l  -  ..  v 

GENERAL  INFORMATION 

i  S  |fj|E  £  N  )?.  ;  I M' 


:S? 


10 


BEAUFORT  COUNTY  TECHNICAL  INSTITUTE 


BEAUFORT  COUNTY  TECHNICAL  INSTITUTE 

STUDENT  CALENDAR 
1971-1972 

WINTER  QUARTER 


Registration 

November  27-28 

Classes  begin 

November  29 

Last  day  to  register 

December  5 

Christmas  Holidays 

December  18-January 

Classes  end 

February  29 

SPRING 

QUARTER 

Registration 

March  5-6 

Classes  begin 

March  7 

Last  day  to  register 

March  10 

Easter  holidays  for  students 

April  20-23 

Classes  end 

May  24 

SUMMER  QUARTER 

Registration 

May  31-June  1 

Classes  begin 

June  2 

Last  day  to  register 

June  8 

Holiday 

July  3 

Classes  end 

August  18 

Graduation 

August  18 

FALL 

QUARTER 

Orientation  and  Registration 

September  5  &  6 

Classes  begin 

September  7 

Last  day  to  register 

September  1 1 

Classes  end 

November  22 

Thanksgiving  holidays  for  students 

November  23  &  24 
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STATE  BOARD  OF  EDUCATION 


W.  Dallas  Herring  . 

J.  A.  Prichett  . 

Charles  S.  Jordan  . 

R.  Barton  Hayes  . . 

George  Douglas  Aitken 

Edwin  Gill  . 

Mrs.  Eldweiss  F.  Lockey 

William  R.  Lybrook . 

John  M.  Reynolds  . 

H.  Pat  Taylor,  Jr . 

Mrs.  W.  B.  Strickland 
Richard  Cannon  Erwin  . 
Harold  L.  Trigg  . . 


....  Rose  Hill,  N.  C.,  Chairman 
Windsor,  N.  C.,  Vice-President 

.  Durham,  N.  C. 

.  Hudson,  N.  C. 

. Charlotte,  N.  C. 

.  Raleigh,  N.  C. 

.  Aberdeen,  N.  C. 

.  Winston-Salem,  N.  C. 

. . .  Ashville,  N.  C. 

. . .  Wadesboro,  N.  C. 

. . .  Smithfield,  N.  C. 

.  Winston-Salem,  N.  C. 

.  Greensboro,  N.  C. 


STATE  ADMINISTRATION 

Ben  E.  Fountain,  Jr .  Director,  Department  of  Community  Colleges 

LOCAL  BOARD  OF  TRUSTEES 


L.  H.  Ross  . . .  Washington,  N.  C.,  Chairman 

Delmar  L.  Keech  . . . .  Pinetown,  N.  C.,  Vice-Chairman 

David  Mayo  .  Aurora,  N.  C. 

Hodges  Hackney  . Washington,  N.  C. 

Harvey  Elliott,  Sr . Washington,  N.  C. 

Edward  L.  Voliva  . Washington,  N.  C. 

William  M.  Hackett  .  Belhaven,  N.  C. 

Lester  Sullivan  . Bath,  N.  C. 

Zeno  W.  King  . Washington,  N.  C. 

H.  Carroll  Austin  . .  Aurora,  N.  C. 

Louis  T.  Randolph  . Washington,  N.  C. 

William  F.  Taylor  . Washington,  N.  C. 


ADMINISTRATIVE  OFFICERS 


Charles  H.  Byrd  . . . . . . .  President 

A. B.,  M.A.  Ed.,  East  Carolina  University 
Ed.  D.,  Duke  University 

ACADEMIC  AFFAIRS 

James  P.  Blanton  .  Dean  of  Academic  Affairs 

B. S.,  Wake  Forest  University 
M.A.,  East  Carolina  University 

Graduate  Study:  North  Carolina  State  University 

Jack  F.  Cherry  . . . . . . .  Director  of  Faculty 

B.S.,  M.A.,  East  Carolina  University 

Graduate  Study:  North  Carolina  State  University 

Mark  Joseph  McGrath  .  Director  of  the  Library 

B.S.,  M.L.S.,  East  Carolina  University 
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BUSINESS  OFFICE 

D.  Jack  Gold  .  .  Business  Manager 

A. B.,  John  B.  Stetson  University 

Graduate  Study:  North  Carolina  State  University 

Linda  Allen  . . — .  . - .  Bookkeeper 

B. S.,  East  Carolina  University 

STUDENT  AFFAIRS 

Dermont  J.  Reid  . .  .  .  Director  of  Student  Affairs  and  Financial  Aid 


A. B.,  Elon  College 

B. D.,  Duke  University 

Robert  B.  Adams,  Jr . — . .  . 

B.A.,  Parson’s  College 

M.A.,  Western  Carolina  University 

Guidance  Counselor 

John  E.  Dickens  . .  .  . 

B.S.,  Wake  Forest  University 

. .  Registrar 

SPECIAL  PROJECTS 

Daneel  leRoux  _ _ _ _ _ _ _ _ 

B.A.,  Lynchburg  College 

M.A.,  Longwood  College 

Graduate  Study:  University  of  North  Carolina 

.  Director 

FACULTY  AND  STAFF 

Baker,  Carolyn  .  _  _ _ _ _ _ _ 

Beaufort  County  Technical  Institute 

...  Bookstore  Manager 

Barnett,  Marvin  Hugh,  Jr.  . . . . . . .  . 

B.A.,  Ed.,  University  of  North  Carolina  at  Chapel  Hill 
Graduate  Study:  East  Carolina  University 

...  .  ...  Mathematics 

Blackstone,  J.  Whitmel  . . . . 

B.A.,  North  Carolina  Wesleyan  College 

Graduate  Study:  East  Carolina  University 

Counselor- Recruiter 

Bowers,  Harold  _ _ _ _ _ _ _ _ _ 

Professional  Training:  United  States  Government 
Professional  Study:  University  of  North  Carolina 

Electrical  Technology 

Buck,  Valerie  .  _ _ _ _ _  _ _ 

Orlanda  Beauty  Academy 

Harrell’s  Hair  Design 

Beaufort  County  Technical  Institute 

. .  Cosmetology 

Byrd,  Ada  .  _  _ _ _ _  Director  of 

B.S.,  East  Carolina  University 

M.Ed.,  University  of  North  Carolina 

Learning  Laboratories 

Chalk,  W.  Kendall  _ _ 

_ _  Business 

B.S.,  M.B.A.,  East  Carolina  University 

Chapman,  Betty  . . .  Associate  Degree  Nursing 

R.N.,  Rex  Hospital  School  of  Nursing 

Professional  Study:  University  of  North  Carolina  at  Chapel  Hill 

Cox,  Carolyn  .  Secretary  to  the  Dean 

Beaufort  County  Technical  Institute 

Credle,  Elsie  -  Learning  Laboratory  Coordinator,  Mattamuskeet 

Atlantic  Christian  College 

Deatherage,  Sue  .  Learning  Laboratory  Coordinator,  Washington 

A.B.,  University  of  North  Carolina 
Graduate  Work:  University  of  Pennsylvania 

Dixon,  Mima  .  Library  Technician 

Durham  Business  College 
Beaufort  County  Technical  Institute 


CATALOG  FOR  1971-1972 


13 


Elks,  Mary  Taylor .  Secretary  to  the  Registrar 

Greensboro  College 
Campbell  College 
East  Carolina  University 

Eubanks,  Rita  . -  Secretary  to  Assistant  Directors  of 

Industrial  and  Community  Services 

Everett,  Mary  .  Secretary  to  the  Director  of  Industrial  and 

Community  Services 

Lenoir  Community  College 
Beaufort  County  Technical  Institute 

Everett,  Sharon  .  Cosmetology 

Harrell’s  Hair  Design 

Jerri  Jacob’s  Advanced  Hairstyling 

Polychem  Laboratories,  Inc. 

Roux  Laboratories,  Inc. 

Everette,  Rita  . . . . . - .  Business 

B.S.,  M.A.  Ed.,  East  Carolina  University 

Eyman,  Joy  . . . . .  Police  Science 

A.B.,  M.S.,  Florida  State  University 
M.A.  Ed.,  University  of  Florida 

Farmer,  James  . . . . .  Cooperative  Program  Coordinator 

A.B.,  Bob  Jones  University 

Graduate  Study:  East  Carolina  University 

Finch,  Dalton  . . .  Supervisor  of  ABE 

A. B.,  Milligan  College 

M.A.,  East  Carolina  University 

Graff,  Arlene  . . . . . . .  Receptionist 

Hawkins,  George  .  Cosmetology 

Durham  Beauty  Academy 
De-Shazor's  Beauty  College 
National  Institute  of  Cosmetology 

Helm,  Andrea  .  Medical  Laboratory  Assistant 

B. S.,  North  Texas  State  University 

M.T.,  Parkland  Memorial  Hospital  School  of  Medical  Technology 

Hodges,  Norfleet  . . . . . . .  English 

B.S.,  M.A.,  M.A.  Ed.,  East  Carolina  University 

Hulbert,.  Frances  . .  Learning  Laboratory  Coordinator,  Washington 

B.S.,  Longwood  College 
M.A.,  Columbia  University 

Humphries,  William,  Jr .  Police  Science 

B.S.,  M.A.,  University  of  Georgia 

L. L.B.,  La  Salle  University 

Ingalls,  Debra  .  Secretary  to  Director  of  the  Faculty 

Johnson,  Gloria  . . .  Secretary  to  the  Faculty 

Beaufort  County  Technical  Institute 

Jones,  Carolyn  . .  Secretary  to  Cooperative  and  Education  Coordinators 

King’s  Business  College 

King,  Julia  Ord  .  Associate  Degree  Nursing 

B.S.,  Iowa  State  University 

M. S.,  Catholic  University  of  America 
Graduate  Study:  University  of  Florida 

Leary,  Otley  . . . .  Police  Science 

University  of  North  Carolina 

McGrath,  Lucy  . . .  Library  Assistant 

B.S.,  East  Carolina  University 
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Malendoski,  Norma  . . .  Secretary  ot  the  President 

Miller-Mottee  Business  College 
Beaufort  County  Technical  Institute 

Manning,  Shirley  . . .  Secretary  to  the  Director  of  Student  Affairs 

Martin,  Shirley  . . . . .  Secretary  to  the  Faculty 

Robert  Morris  Business  School 

McLeod,  Henry  J .  Business 

B.S.,  The  Citadel 

M.B.A.,  East  Carolina  University 

Mebane,  Francis  .  Counselor-Recruiter 

B.S.,  A&T  State  University 
M.A.,  New  York  University 

Mizelle,  Sonya  .  Secretary  to  Supervisor  of  ABE 

Hardbarger’s  Business  College 

Moir,  Judith  .  Learning  Laboratory  Coordinator,  Aurora 

Buffalo  State  Teacher’s  College 

Moore,  John  . .  Assistant  Director  of  Industrial  and  Community  Services 

B.S.,  M.A.  Ed.,  East  Carolina  University 

Moss,  Mary  .  English 

A. B.,  Duke  University 
M.A.,  University  of  Michigan 

Nelson,  Florence  . . .  Associate  Degree  Nursing 

R.N.,  Woman's  Hospital  of  Philadelphia 

B. S.,  East  Carolina  University 

Nichols,  William  J . .  Learning  Laboratory  Coordinator,  Plymouth 

B.S.,  University  of  North  Carolina 

Noble,  Ernest  R . . . . .  Electrical  Technology 

B.S.,  North  Carolina  State  University 
Professional  Study:  United  States  Coast  Guard 

Parker,  Alma  C . . .  Practical  Nursing 

R.N.,  Tayloe  Hospital  School  of  Nursing 
Professional  Study.  East  Carolina  University,  University  of 
North  Carolina  at  Chapel  Hill 

Paul,  Katie  . . .  Practical  Nursing 

R.N.,  Roanoke  Rapids  Hospital  School  of  Nursing 
Professional  Study:  University  of  North  Carolina  at  Chapel  Hill, 

North  Carolina  State  University 

Paul,  Lorraine  .  Secretary  to  the  Director  of  Special  Projects 

Wyoming  Seminary  Dean  School  of  Business 

Payne,  Lu  Ann  .  Reading 

B.S.,  M.A.  Ed.,  East  Carolina  University 

Phelps,  Sarah  .  Learning  Laboratory  Coordinator,  Plymouth 

B.S.,  Old  Dominion 

Powell,  Thomas  T.,  Jr .  Science 

B.S.,  M.A.,  East  Carolina  University 

Price,  Pamela  . . .  Library  Technician 

Pitt  County  Technical  Institute 
Beaufort  County  Technical  Institute 

Randolph,  Betty  B .  Early  Childhood  Specialist 

B.S.,  A&T  State  University 

Graduate  Study:  North  Carolina  State  University 

Raub,  Linda  . . .  Medical  Laboratory  Assistant 

B.S.,  M.T.,  Medical  College  of  Virginia 

Rawls,  Patricia  .  Assistant  Counselor 

B.S.,  M.A.  Ed.,  East  Carolina  University 

Russ,  Melville  H.,  Sr .  Automotive  Mechanics 

Professional  Training:  General  Motors  Training  Center, 

Sun-Testing  Equipment  Schools 
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Simmons,  Danny  J.  . . . .  Education  Development  Coordinator 

A. B.,  Milligan  College 

C.E.T.,  New  York  Institute  of  Finance 

Stewart,  Mary  Ann  . . .  Learning  Laboratory  Coordinator 

Campbell  College 
Flardbarger  Business  School 

Sullivan,  Dora  S . . .  Business 

B. S.,  M.A.,  East  Carolina  University 

Taylor,  Deanna  . . . .  Secretary  to  Police  Science 

Titus,  Linda  . . . . .  Practical  Nursing 

B.S.,  University  of  North  Carolina  at  Chapel  Hill 
Graduate  Study:  East  Carolina  University 

Trail,  R.  Steele  .  Psychology 

A. B.,  East  Carolina  University 
Graduate  Study:  East  Carolina  University 

Umphlett,  Thomas  ....  Assistant  Director  of  Industrial  and  Community  Services 

B. B.A.,  Wake  Forest  University 


Williams,  Janice  . . .  Bookkeeper 

East  Carolina  University 

Woolard,  Barbara  . . . . .  Assistant  Bookkeeper 

Kings  Business  College 

Yount,  Jeannie  . . . . . . .  Associate  Degree  Nursing 

B.S.N.,  East  Carolina  University 
Graduate  Study:  East  Carolina  University 
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BEAUFORT  COUNTY  TECHNICAL  INSTITUTE 

HISTORY 

The  historical  beginning  of  Beaufort  County  Technical  Institute 
dates  from  1949  with  the  establishment  of  a  Practical  Nursing  pro¬ 
gram  under  the  Vocational  and  Adult  Education  Department.  This 
program  was  discontinued  in  1952.  In  1962,  an  Industrial  Education 
Center  was  established  in  Beaufort  County  as  a  branch  of  Lenoir 
County  Technical  Institute.  In  October,  1963,  the  unit  transferred 
to  become  a  branch  of  Pitt  Technical  Institute.  It  remained  an  ex¬ 
tension  of  Pitt  Technical  Institute  until  November  28,  1967,  when 
the  people  of  Beaufort  County  approved  a  bond  issue  thereby  assur¬ 
ing  the  establishment  of  Beaufort  County  Technical  Institute. 

From  these  modest  beginnings,  and  through  the  dynamic  foresight 
and  untiring  efforts  of  the  county  commissioners,  the  General  As¬ 
sembly,  in  the  spring  of  1967,  approved  the  establishment  of  a  tech¬ 
nical  institute.  Governor  Dan  K.  Moore  announced  the  appoint¬ 
ments  of  trustees  of  the  new  institute;  and  at  the  first  meeting  of 
the  trustees  on  February  13,  1968,  the  name  Beaufort  County  Tech¬ 
nical  Institute  was  adopted.  The  new  campus  complex  is  now  under 
construction.  The  first  building  was  completed  in  February  1971. 
A  second  building  is  scheduled  for  construction  in  early  1972. 


PURPOSE 

Beaufort  County  Technical  Instutute  in  carrying  out  its  role  of 
providing  diversity  in  educational  opportunities  for  every  citizen  who 
is  18  years  old  and  above — the  citizen  who  cannot  read  or  write;  the 
school  drop-out  who  deserves  to  make  a  new  start  in  life  by  acquiring 
a  skill;  the  high  school  graduate  who  wishes  to  train  for  an  occupa¬ 
tion;  and  the  person  who  seeks  to  upgrade  his  skills  and  broaden  his 
cultural  horizons — has  as  its  objectives: 

To  provide  two  years  of  technical  education  appropriate  to  the 
needs  of  the  individual  and  the  community; 

To  provide  vocational  education  for  persons  desiring  to  pre¬ 
pare  for  a  trade  or  upgrade  themselves  in  their  present  job; 

To  provide  an  adult  program  based  on  community  needs  and 
interests  with  special  emphasis  on  the  following  areas: 

Basic  education  courses  for  grades  1-8 

High  school  diploma  and  high  school  equivalency  certificate 
programs 

Cultural  and  community  service  programs; 

To  provide  an  atmosphere  of  inspiration  through  occupational  and 
general  educational  instruction  conducive  to  gainful  employment  and 
individual  development  which  encourages  persons  in  secondary 
school  as  well  as  those  out  of  school  to  continue  their  education; 

To  provide  developmental  and  remedial  study  for  students  with 
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weaknesses  and  deficiencies  primarily  in  English  and  mathematics; 

To  provide  low  tuition,  easy  accessibility  and  continuing  educa¬ 
tional  opportunities  for  a  heterogeneous  group  of  students; 

To  constantly  evaluate  objectives,  programs,  and  administrative 
organization  and  adapt  them  to  meet  the  needs  of  the  individual 
and  our  technological  society; 

To  provide  a  program  of  guidance  with  selective  placement  in 
programs  and  instruction  adapted  to  individual  need. 


THE  OPEN  DOOR  ADMISSIONS  POLICY 

Beaufort  County  Technical  Institute  maintains  the  “Open  Door” 
Admissions  Policy  adopted  as  a  part  of  the  philosophy  of  the  com¬ 
prehensive  Community  College  System  of  North  Carolina.  To  the 
student  who  comes  to  us  with  a  willingness  to  learn,  we  will  provide 
an  entry  program  at  the  level  of  his,  or  her,  capability.  This  Institute 
seeks  to  instill  in  each  student  a  sense  of  his  worth  to  the  end  that 
he  is  a  participating,  worthwhile,  dignified  member  of  his  community 
in  particular,  and  the  whole  human  family  at  large. 

LOCATION 

Beaufort  County  Technical  Institute  is  located  on  a  sixty-five  acre 
campus  on  #US  264  five  miles  east  of  Washington.  The  first  of 
twelve  proposed  buildings  is  now  in  use.  Construction  on  a  second 
building  is  scheduled  to  begin  soon.  All  executive  offices  are  housed, 
and  most  classes  meet  in  this  building. 

Temporary  facilities  at  the  Old  Fire  Station  Building  on  Market 
Street  in  Washington  are  still  in  use.  Police  Science  and  Automotive 
Mechanics  classes  meet  here.  The  Learning  Laboratory  is  also  located 
in  this  building.  The  department  of  Cosmetology  is  located  on  W.  5th 
Street  extension. 

The  Washington  area  has  many  fine  recreational  facilities.  The 
Pamlico  River  affords  excellent  fishing,  boating,  and  water  skiing 
opportunities.  Year-round  golf  courses  and  tennis  courts  are  within 
easy  accessibility  to  the  Institute  and  some  of  North  Carolina’s  finest 
beach  areas  are  within  easy  driving  range. 


THE  ACADEMIC  YEAR 

The  school  year  is  divided  into  four  quarters  of  fifty-five  (55) 
school  days.  All  credits  are  earned  in  quarter  hours.  The  course 
description  section  of  this  catalogue  will  indicate  the  number  of 
credits  required  for  graduation  in  each  program. 


AREAS  OF  STUDY 

General  Education 

The  freshman  college  year  is  offered  and  is  transferable  to  any 
college  or  university  of  the  student’s  choice. 


BEAUFORT  COUNTY  TECHNICAL  INSTITUTE 


18 


Vocational  Curriculums 

Automotive  Mechanics 
Cosmetology 

Medical  Laboratory  Assistant 
Nurses’  Assistant 
Operating  Room  Assistant 
Practical  Nursing 
Welding 

Students  completing  the  requirements  for  these  vocational  curricu¬ 
lums  are  awarded  a  diploma.  See  the  Vocational  division  of  this 
catalogue  for  course  description. 

Technical  Curriculums 

Accounting 

Business  Administration 
Early  Childhood  Specialist 
Electrical  Engineering  Technology 
Library  Assistant  Technology 
Police  Science  Technology 
Registered  Nursing 
Secretarial  Science — Executive 

Students  completing  the  required  hours  in  these  technical  curricu¬ 
lums  are  awarded  the  Associate  in  Applied  Science  Degree.  See  the 
Technical  Division  of  this  catalogue  for  course  descriptions. 

ENTRANCE  REQUIREMENTS 

All  correspondence  concerning  admissions  should  be  addressed 
to  the  Director  of  Student  Affairs. 

New  Students 

The  Beaufort  County  Technical  Institute  follows  the  “Open  Door’’ 
policy  required  by  the  State  Board  of  Education.  This  policy  provides 
for  admission  of  any  citizen  of  North  Carolina  who  has  attained  the 
age  of  eighteen  (18)  years,  or  whose  high  school  class  has  grad¬ 
uated.  This  policy  implements  the  philosophy  of  the  Community 
College  System  that  Beaufort  County  Technical  Institute  has  edu¬ 
cational  opportunities  open  at  all  educational  levels  and  that  through 
effective  guidance  a  person  can  find  his  or  her  rightful  place  in  the 
proper  educational  program. 

The  high  school  diploma  or  its  equivalent*  is  desirable  for  ad¬ 
mission  to  full-time  educational  programs.  Some  exceptions  may  be 
made  for  individuals  whose  age  and  maturity  make  successful  com¬ 
pletion  in  a  given  program  seem  likely. 

See  individual  course  descriptions  in  this  catalogue  for  specific 
admission  requirements,  prerequisites,  etc.,  for  each  curriculum. 


See  page  121  Industrial  and  Community  Services  Section  for  details  con¬ 
cerning  high  school  equivalency  certificate. 
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ADMISSION  CRITERIA 

All  applicants  to  this  institution  must  submit  a  transcript  of  all 
previous  education.  This  includes  high  school,  college,  technical  in¬ 
stitutes,  and  any  other  type  of  post-secondary  education.  One  year 
vocational  students  will  not  be  required  to  have  a  high  school 
diploma  or  it’s  equivalent.  However,  if  a  student  enters  advanced 
training  in  a  two-year  program  leading  to  a  degree,  a  high  school 
diploma  or  it's  equivalent  is  required. 

High  school  seniors  must  have  their  school  submit  a  transcript 
showing  work  through  the  first  semester  of  the  senior  year  as  early 
as  possible  following  the  end  of  the  first  semester,  and  a  supple¬ 
mentary  transcript  showing  graduation  at  the  close  of  the  school 
year. 

Applicants  holding  the  high  school  equivalency  certificate  should 
submit  a  copy  of  the  certificate,  but  must  also  ask  their  high  school 
to  submit  a  transcript  of  all  work  done  at  the  school. 

Transcripts  of  previous  education  in  colleges  and  technical  institu¬ 
tions  should  be  submitted  to  this  institution  directly  from  the 
schools  involved  and  not  from  the  applicants  themselves. 

Transcripts  of  work  done  while  in  military  service  will  be  accepted 
from  the  student  if  presented  in  a  documented  manner. 

Students  are  required  to  take  admission  tests  prior  to  entrance. 
These  tests  are  designed  to  help  in  placement  of  the  student  in  a 
curriculum  in  which  he  may  excel.  The  tests  are  not  designed  to 
eliminate  any  student.  There  is  no  charge  for  the  testing  or  coun¬ 
seling. 

All  students  are  required  to  have  a  medical  report,  the  results  to 
be  mailed  to  this  institution  by  the  examining  physician. 

All  students  are  required  to  have  an  interview  with  a  counselor  or 
the  Director  of  Student  Affairs. 

All  applicants  must  complete  an  application  and  return  it  to  the 
Office  of  Student  Affairs  with  a  non-refundable  five  dollar  deposit. 
The  five  dollar  deposit  will  be  applied  to  the  student’s  tuition. 

OUT-OF-STATE  STUDENTS 

Any  student  whose  legal  residence  is  outside  of  North  Carolina,  or, 
in  the  case  of  students  who  are  boarding  or  living  with  relatives  in 
the  community,  whose  parents  or  guardians  living  outside  the  State, 
shall  pay  tuition  fees  in  fiscal  year  1971-72  as  follows:  $400  for 
the  year,  or  $100  for  each  quarter,  or — if  a  part-time  student — 
$8.50  per  credit  hour.  This  tuition  increase  shall  become  effective 
at  the  1971  Fall  quarter  registration  at  each  institution.  Beginning 
with  the  1972  Fall  quarter  registration,  and  applicable  to  each  sub¬ 
sequent  fiscal  year,  such  out-of-State  students  shall  pay  tuition  fees 
as  follows:  $550  per  school  year  of  twelve  months,  or  $137.50  per 
quarter,  or — if  a  part-time  student — $11.45  per  quarter  credit  hour. 

1.  A  person  twenty-one  years  of  age  or  older  is  not  deemed  eligi¬ 
ble  for  the  lower  tuition  rate  unless  he  has  maintained  his  legal  resi- 
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dence  in  North  Carolina  for  at  least  twelve  months  next  preceding 
the  date  of  his  first  enrollment  in  an  institution  of  higher  education 
in  this  state. 

2.  The  legal  residence  of  a  person  under  twenty-one  years  of 
age  at  the  time  of  his  first  enrollment  in  an  institution  of  higher 
education  in  this  state  is  that  of  his  parents,  surviving  parent,  or 
legal  guardian.  In  cases  where  parents  are  divorced  or  legally  sepa¬ 
rated  the  legal  residence  of  the  father  will  control  unless  custody  of 
the  minor  has  been  awarded  by  court  order  to  the  mother  or  to  a 
legal  guardian  other  than  a  parent.  No  claim  of  residence  in  North 
Carolina  based  upon  residence  of  a  guardian  in  North  Carolina  will 
be  considered  if  either  parent  is  still  living  unless  the  action  of  the 
court  appointing  the  guardian  antedates  the  student’s  first  enroll¬ 
ment  in  a  North  Carolina  institution  of  higher  education  by  at  least 
twelve  months. 

3.  The  residence  status  of  any  student  is  determined  as  of  the 
time  of  his  first  enrollment  in  an  institution  of  higher  education  in 
North  Carolina  and  may  not  thereafter  be  changed  except:  (a)  in  the 
case  of  a  non-resident  minor  student  at  the  time  of  his  first  enroll¬ 
ment  whose  parents  have  subsequently  established  legal  resi¬ 
dence  in  North  Carolina;  and  (b)  in  the  case  of  a  resident  who 
abandons  his  legal  residence  in  North  Carolina.  In  either  case,  the 
appropriate  tuition  rate  will  become  effective  at  the  beginning  of 
the  quarter  or  term  next  following  the  date  of  change  of  residence 
status. 

4.  The  legal  residence  of  a  wife  follows  that  of  her  husband, 
except  that  a  woman  student  currently  enrolled  in  this  institu¬ 
tion  as  a  resident  may  continue  as  a  resident  even  though  she  may 
marry  a  non-resident. 

5.  Military  personnel  attached  to  military  posts  or  installations 
in  North  Carolina  are  not  considered  as  eligible  for  the  lower 
tuition  rate  unless  they  have  maintained  a  legal  residence  in  the 
state  for  twelve  months  preceding  the  date  of  first  enrollment  in  a 
institution  of  higher  education  in  the  state. 

6.  Aliens  lawfully  admitted  to  the  United  States  for  permanent 
residence  who  have  established  a  legal  residence  in  North  Carolina 
according  to  paragraphs  1,  2,  or  4,  above,  are  eligible  for  the  lower 
tuition  rate. 

7.  Ownership  of  property  in  or  payment  of  taxes  to  the  State  of 
North  Carolina  apart  from  legal  residence  will  not  qualify  one  for  the 
lower  tuition  rate. 

Incomplete  or  incorrect  information  regarding  residence  may  re¬ 
sult  in  the  student’s  dismissal  from  this  institution.  The  Registrar’s 
Office  determines  each  student’s  residence  status  on  the  basis  of 
existing  information  and  interpretation  of  regulations. 

TRANSFER  STUDENTS 

The  Director  of  Student  Affairs,  the  departmental  chairman,  and 
the  Dean  of  Academic  Affairs  will  review  applications  for  admission 
with  advanced  standing.  Where  subject  content  and  length  of  course 
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are  comparable  with  those  in  the  curriculum  applied  for,  credit  may 
be  allowed  for  grades  of  “C”  or  above.  Transfer  credits  will  not 
influence  the  student’s  grade  point  average  while  attending  Beaufort 
County  Technical  Institute.  In  cases  where  both  school  and  student 
agree  that  an  alternate  course  would  be  more  beneficial  to  the 
student,  such  alternate  course  may  be  permitted. 

ADMISSION  OF  FORMER  STUDENTS 

Any  former  student  who  left  the  school  in  good  standing  is  en¬ 
couraged  to  enroll  for  additional  study  at  this  institution. 

REGISTRATION 

Applicants  who  have  been  admitted,  and  who  have  paid  their  ad¬ 
mission  deposit  will  be  notified  as  to  the  date  of  registration.  At 
registration  students  will  be  assigned  class  schedules,  pay  their 
fees,  and  purchase  their  books.  A  fee  of  five  dollars  ($5.00)  is 
charged  for  late  registration. 


HOUSING 

Beaufort  County  Technical  Institute  does  not  have  housing  facili¬ 
ties,  but  the  Student  Affairs  Office  maintains  a  list  of  available  rooms 
for  rent  to  students.  For  further  information  contact  the  Student 
Affairs  Office. 


COST 

The.  cost  of  tuition  is  established  by  the  State  Board  of  Education. 
Currently  tuition  is  charged  at  the  following  rates: 

North  Carolina  residents: 

Full-time  students  $32.00  per  quarter 

Part-time  student  $2.50  per  hour 

SCHEDULE  OF  PAYMENTS 

Applicants  are  required  to  submit  a  five  dollar  ($5.00)  deposit 
with  the  completed  application  form.  Deposits  are  non-refundable 
but  are  applied  to  the  student’s  tuition  for  the  first  quarter  of  attend¬ 
ance. 

All  tuition  charges  must  be  paid  in  full  on  or  before  registration 
day  of  each  quarter. 

No  student  will  be  permitted  to  register  for  another  quarter,  gradu¬ 
ate,  nor  will  a  transcript  be  issued  until  all  financial  obligations  to 
the  business  office  are  satisfied. 

REFUNDS 

Tuition  refunds  shall  not  be  made  unless  the  student  is,  in  the 
judgment  of  Beaufort  County  Technical  Institute,  compelled  to  with¬ 
draw  for  unavoidable  reasons.  In  unavoidable  cases  a  student  may 
withdraw  with  the  permission  of  the  institute  and  two-thirds  (2/3) 
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of  the  student’s  tuition  will  be  refunded  provided  the  withdrawal  takes 
place  during  the  first  10  calendar  days  of  the  quarter.  Tuition  re¬ 
funds  will  not  be  considered  after  that  time.  If  a  course  of  study  or 
a  curriculum  fails  to  materialize  all  student  tuition  will  be  refunded. 

If  a  student,  having  paid  the  required  tuition  and  fees  for  a 
quarter,  withdraws  from  the  institution  with  the  permission  of  the 
administration,  the  student  may  be  allowed  credit  for  unrefunded 
tuition  if  he  applies  for  readmission  in  any  of  the  next  four  quarters, 
and  requests  in  writing  that  such  unrefunded  tuition  be  allowed 
for  credit. 


JOB  PLACEMENT 

The  Director  of  Student  Affairs  and  his  staff  will  offer  all  possible 
assistance  to  graduates  of  this  institute  to  secure  employment  in  their 
chosen  field.  This  is  not  to  be  construed  as  a  guarantee  of  employ¬ 
ment,  but  close  contact  with  business  and  industry  in  this  area,  the 
object  of  which  is  to  bring  employer  and  employee  together. 

THE  LIBRARY 

The  library  for  Beaufort  County  Technical  Institute  is  located  at 
the  main  campus  stie  on  Highway  264.  This  location  is  approximately 
five  miles  east  of  Washington,  North  Carolina. 

The  library  is  more  of  a  learning  center  than  a  traditional  storage 
house  for  books.  The  collection  of  11,000  volumes  (as  of  January  1, 
1972)  is  complimented  by  an  increasing  number  of  Audio-Visual 
material.  In  fact,  the  main  portion  of  our  $16,000  Federal  Grant  for 
71-72  is  being  spent  on  A -V  material. 

We  feel  our  most  vital  concern  should  be  our  service  to  students, 
faculty,  and  the  community.  This  commitment  will  encourage  more 
participation  in  learning — rather  than  simple  distribution  of  books. 

The  library  is  open  from  8  A.M.  to  9  P.M.  Monday  through  Thurs¬ 
day,  and  from  8  A.M.  to  4  P.M.  on  Friday.  We  attempt  to  serve  the 
needs  of  the  community  and  campus. 


STUDENT  FINANCIAL  AID 

Financial  aid  is  available  to  students  on  a  limited  basis.  The  re¬ 
quirements  for  obtaining  loans  or  grants-in-aid  vary  with  the  various 
funds.  The  student’s  academic  promise  and  financial  needs  are 
considered  before  financial  aid  is  awarded. 

The  financial  aid  program  is  as  follows: 

1.  National  Defense  Education  Act  Student  Loan  Fund 

The  purpose  of  this  program  is  to  provide  funds  for  making  long¬ 
term,  low-interest  loans  to  qualified  students  in  need  of  financial 
assistance  to  pursue  a  course  of  study  on  at  least  a  half-time  basis. 
This  program  includes  loan  cancellation  provisions  designed  to 
attract  superior  students  to  the  teaching  profession  for  services  at 
all  academic  levels. 
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2.  Vocational  Work-Study  Program  Under  the  Vocational  Act  of  1963 

Under  this  program  an  individual  who  needs  financial  aid  in  order 
to  stay  in  school  may  apply  for  assistance.  If  assistance  is  awarded, 
the  student  will  be  given  part-time  employment  either  by  this  insti¬ 
tution  or  by  some  other  public  agency  or  institution. 

The  student  must  meet  the  following  requirements: 

a.  He  must  have  been  accepted  as  a  full-time  student  in  a  voca¬ 
tional  education  program  that  meets  standards  set  up  by  the 
state  and  local  school  district  under  the  act.  Or,  if  he  is  already 
enrolled,  he  must  have  a  record  of  good  standing  and  full-time 
attendance. 

b.  He  must  need  the  earnings  in  order  to  remain  in  school. 

c.  He  must  be  at  least  fifteen  (15),  but  no  more  than  twenty  (20) 
years  of  age  when  he  enters  the  work-study  program. 

d.  He  must  be  considered  capable  of  maintaining  good  standing 
in  his  vocational  education  program  while  he  is  employed. 

3.  The  Educational  Opportunity  Grants  Program 

The  purpose  of  this  program  is  to  provide  Educational  Opportunity 
Grants  to  students  of  exceptional  financial  need,  who  for  the  lack 
of  financial  means  of  their  own  or  in  their  families,  would  be  unable 
to  enter  or  remain  in  an  institution  of  higher  education. 

The  criteria  on  which  the  funds  are  awarded  are  as  follows: 

a.  Show  evidence  of  academic  or  creative  promise  and  capability 
of  maintaining  good  standing  in  his  course  of  study. 

b.  He  must  have  an  exceptional  financial  need. 

c.  He  must  be  able  to  show  that  he  would  not  be  able  to  attend 
an  institution  of  higher  education  without  such  financial  assistance. 

4.  Work-Study  Program  Under  Title  1  Part  C  of  the  Economic 
Opportunity  Act  of  1964 

The  purpose  of  these  funds  is  to  stimulate  and  promote  the  part- 
time  employment  of  students,  especially  those  from  low  income 
families,  in  institutions  of  higher  education.  Students  under  this  Act 
are  employed  by  the  institution  they  attend  or  are  placed  off-campus 
in  a  public  or  private  non-profit  making  institution.  The  students 
thus  employed  are  permitted  to  work  a  maximum  of  fifteen  (15) 
hours  per  week. 

5.  Vocational  Rehabilitation  Act 

By  act  of  Congress,  any  physically  or  mentally  handicapped  stu¬ 
dent  may  be  eligible  for  scholarship  assistance  under  the  provision 
of  Public  Law  565.  Application  for  this  assistance  should  be  proc¬ 
essed  through  the  District  Vocational  Rehabilitation  Office  nearest 
the  applicant. 
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HEALTH  PROFESSION  AND  NURSING  STUDENT  LOAN 
AND  SCHOLARSHIP  PROGRAM 

A  limited  number  of  loans  and  scholarships  for  students  in  the 
health  profession  will  be  available  beginning  the  Fall  quarter  of  1972. 
Applications  and  information  may  be  obtained  from  the  Financial 
Aid  Office. 

6.  Veterans  Administration  Assistance 

Qualified  veterans  and  children  of  deceased  veterans  may  be 
admitted  and  approved  to  receive  educational  benefits,  providing 
they  meet  requirements  established  by  the  Veterans  Administration. 
Beaufort  County  Technical  Institute  has  been  approved  by  the  Vet¬ 
erans  Administration.  Veterans  eligible  to  attend  technical  and  vo¬ 
cational  programs  may  do  so  under  the  Veterans  Readjustment  Act 
of  1966. 

The  schedule  of  benefits  accruing  to  veterans  is  based  upon  the 
class  load  carried  by  the  veteran.  Such  a  class  load  may  be  full- 
time",  three-fourth,  one-half,  or  one-fourth. 

Veterans  should  have  their  student  status  checked  by  the  local 
Veterans  Office. 

7.  Social  Security  Benefits 

Monthly  cash  benefits  may  be  paid  to  a  child  when  one  of  his 
parents  begins  receiving  social  security  disability  or  retirement  bene¬ 
fits  or  when  a  parent  dies  after  having  worked  under  social  security 
long  enough  to  be  insured.  These  benefits  may  be  paid  to  an  un¬ 
married  child  until  he  has  reached  his  twenty-second  (22)  birthday 
if  he  is  a  full-time""  student  at  an  educational  institution. 

These  benefits  terminate  when  a  student: 

a.  Reaches  his  twenty-second  birthday. 

b.  Marries. 

c.  Withdraws  from  school.  (Benefits  may  continue  during  a  vaca¬ 
tion  period  of  four  months  provided  the  student:  (1)  was  a  full-time 
student  prior  to  the  vacation  period,  and  (2)  intends  to  return  to 
full-time  student  status  following  the  vacation  period.) 

d.  Reduces  his  class  load  below  full-time  status. 

e.  Is  adopted.  (Only  in  certain  cases.) 

8.  Federal  Programs 

Beaufort  County  Technical  Institute  cooperates  with  various  fed¬ 
eral  agencies  which  provide  financial  assistance  to  occupational  edu- 


*Full-time  Students 

1.  College  Parallel — 12  credit  hours  or  more. 

2.  Technical  or  AAS  Degree — 25  contact  hours  per  week. 

3.  Vocational  or  Diploma — 30  contact  hours  per  week. 

Student  is  full-time  if  the  institution  considers  him  so;  and  if  said  institution 
is  accredited  by  a  state  or  nationally  recognized  company. 
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cation  trainees.  Full  information  about  such  programs,  when  they 
are  available,  may  be  obtained  from  the  office  of  Director  of  Student 
Affairs. 

9.  North  Carolina  College  Foundation,  Inc.  State  Board  of 
Higher  Education 

a.  Types: 

1.  Bryan  Plan  (Available  only  to  second  year  students  who  are 
high  school  graduates.) 

2.  Insured  Student  Loan  Plan  (Available  to  high  school  gradu¬ 
ates  who  have  been  accepted  by  an  educational  institution  prior  to 
applying  for  loan.) 

b.  Amount  of  Loan  Restrictions 

1.  Based  on  demonstrated  need. 

2.  Maximum  insured  student  loan  is  $1,500.00  (Our  loans 
average  about  $300.00  for  a  nine  months  period.) 

3.  A  $5,000.00  allocation  is  made  to  Beaufort  County  Techni¬ 
cal  Institute  for  loans  on  the  Bryan  Plan.  (Our  average  loan  under 
this  plan  is  about  $300.00  for  a  nine  months  period.) 

10.  Police  Science  Loans  and  Grants 

a.  In-service  Personnel  Grants  (Full-Time) 

1.  To  $330.00  per  semester. 

2.  To  $200.00  per  quarter. 

b.  Full-Time  Student  Loans 

1.  To  $600.00  per  quarter. 

2.  To  $1,800.00  per  year. 

Students  applying  for  assistance  under  these  funds  should  con¬ 
tact  the  office  of  Director  of  Student  Affairs. 

11.  Scholarships 

Various  scholarships  are  made  available  through  industry,  civic 
and  social  clubs.  Students  interested  in  these  funds  should  contact 
community  leaders  or  the  office  of  the  Director  of  Student  Affairs. 


ACADEMIC  REGULATIONS 
DEGREES— DIPLOMAS— CERTIFICATES 

Degree  Programs  Defined 

Beaufort  County  Technical  Institute  will  confer  the  Associate  in 
Applied  Science  degree  in  all  technical  curriculums.  This  degree  is 
conferred  in  the  name  of  the  North  Carolina  State  Board  of  Educa¬ 
tion  when  all  requirements  for  graduation  have  been  satisfied. 
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Diploma  Programs  Defined 

The  Beaufort  County  Technical  Institute  will  award  a  State  Diploma 
in  all  trade  curriculums.  This  diploma  will  be  awarded  in  the  name 
of  the  North  Carolina  State  Board  of  Education  when  all  require¬ 
ments  for  graduation  have  been  satisfied. 

i 

Certificate  Programs  Defined 

Certificates  are  awarded  in  any  curriculum  in  which  a  student 
completes  all  courses  dealing  with  the  occupational  training,  but 
does  not  complete  the  related  courses  (such  as  English)  which  are 
required  to  graduate  with  either  a  diploma  or  a  degree. 

2.  Application  for  graduation  must  be  submitted  to  the  Director 
of  Student  Affairs  one  quarter  prior  to  that  in  which  a  student  com¬ 
pletes  his  or  her  major  work. 

DEGREE  AND  DIPLOMA 
REQUIREMENTS  FOR  GRADUATION 

The  following  requirements  are  established  as  a  minimum  for 
the  Associate  in  Applied  Science  Degree  and  State  Diploma. 

1.  Complete  all  course  requirements  as  outlined  by  curriculum, 
and  earn  at  least  a  2.0  grade  point  average  in  courses  presented  for 
graduation. 

2.  Application  for  graduation  must  be  submitted  to  the  Director 
of  Student  Affairs  one  quarter  prior  to  that  in  which  a  student  com¬ 
pletes  his  or  her  major  work. 

3.  Prospective  graduates  must  be  recommended  by  the  chairman 
of  the  department  in  which  a  student  completes  his  or  her  major 
work. 

4.  At  least  one-fourth  of  the  credits  required  for  a  degree  from 
this  institution  must  be  earned  in  residence. 

5.  Fulfill  all  financial  obligations  to  the  Institute. 

6.  Be  present  for  graduation  exercises  which  are  held  during  the 
last  week  of  August.  Exceptions  to  this  requirement  in  cases  of  un¬ 
avoidable  circumstances  may  be  granted  by  the  president  of  the 
Institute. 

7.  Candidates  for  graduation  must  be  dressed  in  proper  academic 
attire. 


CERTIFICATE  REQUIREMENTS  FOR  GRADUATION 

The  following  requirements  are  established  as  a  minimum  for  a 
certificate. 

1.  Complete  all  course  requirements  with  at  least  a  2.0  grade 
point  average. 
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2.  Application  for  graduation  must  be  submitted  to  the  Director 
of  Student  Affairs  one  quarter  prior  to  that  in  which  the  student 
completes  his  or  her  major  work. 

3.  Prospective  graduates  must  be  recommended  by  the  chairman 
of  the  department  in  which  the  student  completes  his  major  work. 

4.  At  least  one-fourth  of  the  credits  required  for  a  certificate  from 
this  Institution  must  be  earned  in  residence. 

5.  Fulfill  all  financial  obligations  to  the  Institute. 

6.  Be  present  for  graduation  exercises  which  are  held  during  the 
last  week  of  August.  Exceptions  to  this  requirement  in  cases  of  un¬ 
avoidable  circumstances  may  be  granted  by  the  president  of  the 
Institution. 

7.  Candidates  for  graduation  must  be  dressed  in  proper  academic 
attire. 


SCHOLASTIC  STANDARDS 

At  the  end  of  each  academic  quarter,  quality  points  are  assigned 
in  accordance  with  the  following  formula.  The  minimum  gradepoint 
for  graduation  is  2.00  or  an  average  grade  of  C. 

A — 4  quality  points  per  credit  hour 
B — 3  quality  points  per  credit  hour 
C — 2  quality  points  per  credit  hour 
D — 1  quality  point  per  credit  hour 

Grades  of  F,  W,  and  I  yield  no  quality  points.  Quality  ratings  are 
determined  by  dividing  the  total  number  of  quality  points  by  the 
number  of  courses  attempted.  If  a  course  is  repeated,  the  last  grade 
will  be  used  in  computing  the  students’  hour-quality  point  ratio.  A 
ratio  of  2.00  indicates  that  the  student  has  an  average  of  C;  above 
2.00  indicates  that  he  has  an  average  above:  below  2.00  indicates 
that  he  has  an  average  below  C. 


HONOR’S  PROGRAM 

The  following  honor’s  program  is  observed  at  this  institute: 

Straight  A’s— all  A’s  „ 

Dean’s  List — 3.50-4.00  average  with  no  grade  lower  than  a  C 
Honor  Roll — 3.00-3.49  with  no  grade  lower  than  a  “C” 
Students  are  not  eligible  for  any  honor’s  program  if  they  have 
received  an  incomplete  on  any  course  for  that  quarter. 


GRADING  SYSTEM 

Midterm  grades  will  be  issued  to  students  who  are  failing.  Final 
grades  will  be  issued  to  all  students  at  the  close  of  the  academic 
quarter.  Grades  are  based  on  the  student’s  acquired  technical  skills, 
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ability  to  work  under  supervision,  demonstrate  interest,  personal 
initiative,  and  the  ability  to  apply  related  information. 

A— 93-100  Excellent 

B — 86-92  Above  Average 
C — 78-85  Average 
D — 70-77  Passing 

F — Below  70,  Unsatisfactory 
W — Withdrawal 
I — Incomplete 

“Incomplete"  is  assigned  to  a  student  who  is  unable  to  complete 
his  work  or  take  his  final  exam  for  unavoidable  reasons.  This  grade 
must  have  the  approval  of  the  Director  of  Student  Affairs.  An 
“incomplete"  must  be  removed  during  the  first  six  weeks  of  the 
next  quarter  in  which  the  student  is  enrolled  or  it  becomes  an  “F". 


SPECIAL  EXAMINATION  FOR  CREDIT 

A  student  who  can  document  or  demonstrate  abilities  in  a  subject 
area  may  request  a  special  examination  in  that  subject  in  order  to 
accelerate  his  studies.  To  obtain  special  examinations,  the  student 
should  follow  the  steps  given  below: 

1.  The  student  should  consult  with  his  advisor  and  the  Depart¬ 
ment  Chairman  concerning  the  possibility  of  a  special  examination 
for  any  offered  subject  giving  evidence  of  adequate  preparation  for 
the  examination,  including  discussion  with  the  Department  Head 
of  any  reading  material  or  other  resources. 

2.  Present  to  the  Registrar  evidence  of  any  prior  course  work 
or  achievement  examination,  and  file  a  Request  for  Special  Exami¬ 
nation  form.  This  request  may  not  be  made  for  a  class  in  which 
the  student  is  currently  enrolled.  The  Registrar  will  confer  with 
the  Dean  and  Department  Chairman.  Upon  their  consensus,  the  date 
of  the  examination  will  be  set.  The  examination  may  be  written 
or  oral,  or  both. 

3.  Appear  at  the  specified  time  and  place  for  the  examination. 
Only  the  course  number  and  number  of  hours  credit  will  be 
entered  on  the  student’s  record,  upon  successful  completion  of 
the  examination. 

USAFI  AND  SERVICE  SCHOOL  CREDITS 

Credit  may  be  granted  for  USAFI  courses,  the  College  Level  Exami¬ 
nation  Program  (CLEP),  and  service  schools  according  to  the  stan¬ 
dards  recommended  by  the  American  Council  on  Education  (ACE). 
Only  the  course  number  and  credit  hours  will  be  recorded  on  the 
permanent  record.  Students  requesting  credit  should  submit  the  re¬ 
quest  in  writing  with  documented  proof  to  the  registrar,  no  later 
than  the  end  of  the  first  quarter  in  which  the  student  is  enrolled. 
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The  final  recommendation  of  credit  to  be  applied  to  the  student’s 
program  will  be  made  by  the  Dean  of  Academic  Affairs.  The  student’s 
permanent  record  will  reflect  a  “C”  for  such  credit  and  will  not 
apply  when  determining  quality  point  average. 

COURSE  AUDITING 

Students  who  wish  to  audit  courses  must  register  for  such  courses. 
Auditors  receive  no  credit  and  are  encouraged,  but  not  required, 
to  attend  class,  to  participate  in  discussions,  and  to  take  examina¬ 
tions.  Fees  for  auditors  are  the  same  as  for  regular  students. 

ATTENDANCE  POLICY 

Students  are  expected  to  be  in  class  on  time  and  are  expected  to 
attend  all  classes,  laboratory  periods,  and  shop  sessions.  Each  stu¬ 
dent  has  the  full  responsibility  for  accounting  to  his  instructor  for 
any  class  missed.  The  instructor  determines  if  the  work  missed  can 
be  made  up.  The  student  should  see  the  instructor  at  the  earliest 
possible  time  upon  returning  to  school  if  he  desires  to  make  up  any 
work  missed.  However,  students  who  can  anticipate  absences  should 
contact  their  instructor  prior  to  the  absence. 

Students  who  accumulate  class  absences  equal  to  the  quarter 
hours  credit  for  a  course  are  subject  to  dismissal  by  the  Director 
of  Sturent  Affairs.  However,  students  who  accumulate  five  un¬ 
excused  absences  are  automatically  dropped  from  the  course.  Any 
student  who  has  missed  twenty-five  percent  (or  more)  of  the 
classes  in  a  course  will  not  receive  credit  for  the  course  even  if 
the  absences  are  excused. 

TARDINESS 

A  student  is  tardy  if  not  in  his  classroom,  lab,  or  shop  when  class 
begins.  If  a  student  accumulates  three  tardies  in  a  class  the  in¬ 
structor  may  count  these  tardies  as  an  absence.  A  student  who  is 
fifteen  or  more  minutes  late  for  a  class,  or  who  leaves  before  the 
class  is  over  without  the  instructor’s  permission,  will  be  considered 
absent.  A  class  is  considered  cancelled  fifteen  minutes  after  its" 
assigned  starting  time  if  the  instructor  has  not  arrived  or  notified 
the  class  of  his  late  arrival. 

ACADEMIC  PROBATION 

Each  student  at  Beaufort  County  Technical  Institute  is  expected 
to  maintain  satisfactory  progress  toward  a  degree,  diploma,  or  certif¬ 
icate.  At  the  end  of  each  quarter,  a  student’s  grade  point  average 
for  that  quarter  and  his  cumulative  grade  point  average  are  exam¬ 
ined.  Minimum  cumulative  grade  point  averages  for  remaining  in 
good  standing  are  as  follows: 
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Attempted 
Credit  Hours 


Certificate  or 
Diploma  Program 
(Grade  Point  Average) 


Degree  Program 
(Grade  Point  Average) 


3-31 

32-47 

48-63 

64-79 

80-95 

96-113 


1.60 

1.75 

1.90 

2.00 


1.50 

1.65 

1.75 

1.85 

1.95 

2.0 


A  student  whose  quality  point  average  for  any  quarter’s  work 
falls  below  the  minimum  will  be  placed  on  academic  probation. 
When  a  student  is  placed  on  probation  he  is  so  notified  in  writing 
by  the  Director  of  Student  Affairs.  A  student  on  academic  probation 
is  required  to  schedule  a  conference  with  a  guidance  counselor 
after  he  is  notified  about  his  probational  status.  The  guidance 
counselor  will  assist  the  student  in  identifying  his  academic  prob¬ 
lems  and  may  help  the  student  to  explore  alternative  programs 
for  which  he  is  better  qualified.  Any  curriculum  student  on  probation 
who  fails  to  make  satisfactory  improvement  in  his  grade  point 
average  during  that  quarter  will  not  be  allowed  to  continue  in  his 
program  without  special  permission  from  the  Director  of  Student 
Affairs.  The  Director  of  Student  Affairs  will  consult  the  student’s 
advisor,  Department  Chairman  and  Dean  of  Academic  Affairs  before 
final  disposition  is  made. 


WITHDRAWALS 


Students  who  withdraw  from  the  Institute  must  request  permission 
in  writing  from  the  Director  of  Student  Affairs.  Failure  to  request 
permission  may  result  in  a  grade  of  “F”  on  all  courses  in  which 
enrolled  when  withdrawal  occurred.  Proper  withdrawal  procedure 
should  be  followed  by  the  student  in  order  to  protect  the  student’s 
school  record,  right  to  re-enroll  and  the  right  to  transfer  to  other 
institutions. 


COOPERATIVE  EDUCATION 


Cooperative  Education  is  the  integration  of  classroom  theory 
with  practical  experience  under  which  students  have  specific  periods 
of  attendance  at  the  Institute  and  specific  periods  of  employment. 
This  schedule  permits  each  student  a  meaningful  occupationally 
related  experience  before  graduation  as  well  as  the  opportunity 
to  earn  a  limited  salary  while  enrolled  at  the  Institute.  The  Coop¬ 
erative  Education  Program  at  the  Institute  is  in  the  developmental 
stage  at  this  time.  However,  additional  information  will  be  furnished 
interested  students  upon  request. 


ATIONAL  DIVISION 
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VOCATIONAL  DIVISION 

In  every  area  of  our  country  skilled  tradesmen  are  in  great  de¬ 
mand.  Any  repair  shop  or  industry  needs  a  person  trained  to  op¬ 
erate  or  repair  equipment.  Service  agencies,  one  of  the  fastest 
growing  industries,  are  constantly  seeking  additional  employees. 
For  these  and  many  other  reasons  the  person  entering  a  vocational 
course  can  look  forward  to  a  future  of  increasing  opportunities. 

Vocational  courses  at  Beaufort  County  Technical  Institute  offer 
instruction  in  both  the  classroom  and  the  shop  in  order  to  give  the 
student  both  academic  and  practical  instruction  in  his  chosen 
curriculum.  Instructors  seek  to  prepare  students  to  enter  the  work 
force  as  skilled  workers  in  every  sense  of  the  word.  Students  spend 
from  twenty-five  to  thirty  hours  per  week  either  in  the  classroom  or 
in  the  shop.  Study  at  home  or  in  the  library  is  also  required. 

Students  who  successfully  complete  the  twelve  month  trade 
programs  are  awarded  a  diploma.  This  indicates  that  the  student 
has  maintained  passing  grades  in  both  academic  and  shop  work. 
Students  who  do  not  pass  the  entire  course  of  study  receive  certifi¬ 
cates  on  that  work  passed. 


VOCATIONAL  CURRICULUMS 

Automotive  Mechanics 
Cosmetology 

Medical  Laboratory  Assistant 
Nurses'  Assistant 
Operating  Room  Assistant 
Practical  Nursing 
Welding 
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ADMISSION  REQUIREMENTS 

Prospective  students  in  a  diploma  program  must  meet  the 
following  requirements: 

1.  Applicant  should  be  a  high  school  graduate  or  have  the  equiv¬ 
alent.  Applicants  who  do  not  meet  this  requirement  may  be 
admitted  by  the  Direcor  of  Student  Affairs,  when  age  and 
maturity  make  successful  completion  in  a  given  program 
seem  likely. 

2.  Applicant  must  be  eighteen  years  old  or  older  or  his  high 
school  class  must  have  graduated. 

3.  Applicant  should  demonstrate  a  level  of  achievement  on  the 
placement  test/s  as  determined  by  the  Director  of  Student 
Affairs.  Some  curricula  may  require  a  specific  type  of  test 
in  addition  to  the  standard  placement  test. 

4.  Applicant  must  have  a  personal  interview  with  a  counselor  or 
with  the  Director  of  Student  Affairs. 

5.  Applicant  must  be  in  good  physical  and  mental  health.  All 
students  are  required  to  submit  medical  reports. 

6.  A  transcript  of  all  educational  studies  must  be  provided. 

7.  Students  are  required  to  attend  a  Fall  Orientation  program. 

ADMISSION  PROCEDURE 

Individuals  who  wish  to  enter  a  diploma  program  should: 

1.  Complete  and  return  to  the  Director  of  Student  Affairs  an 
application  form.  These  forms  can  be  obtained  by  writing  the 
Director  of  Student  Affairs. 

2.  Have  transcripts  of  all  previous  education  mailed  to  the 
Director  of  Student  Affairs. 

3.  Satisfy  all  test  requirements. 

4.  Attend  a  personal  interview. 

5.  Provide  all  medical  information  requested. 
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AUTOMOTIVE  MECHANICS 

Automotive  mechanics  inspect,  maintain,  and  repair  mechanical 
electrical  and  other  parts  of  cars,  trucks  and  buses.  In  small  com¬ 
munities,  they  may  also  repair  other  types  of  motors. 

Classes  are  held  in  both  a  regular  classroom  setting  and  a  shop. 
This  is  to  ensure  that  students  have  both  theory  and  practical 
knowledge.  Emphasis  is  placed  on  developing  a  sound  background 
of  knowledge  that  can  be  adapted  to  the  yearly  changes  in  automo¬ 
tive  vehicles. 

Graduates  of  this  program  may  do  general  repair  work  or  may, 
with  additional  training,  specialize  in  one  type  of  repair  work. 

Admission  requirements  for  this  curriculum  are  listed  on  page 
33.  There  are  no  additional  test  requirements  for  this  curriculum. 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 

Per  Week 

Quarter 

Lab  or 

Hours 

Class 

Shop 

Credit 

Course  Title 

FIRST  QUARTER 

PME 

1101 

Internal  Combustion  Engines 

3 

12 

7 

MAT 

1101 

Fundamentals  of  Mathematics 

5 

0 

5 

DFT 

1101 

Schematics  and  Diagrams 

0 

3 

1 

(Measurement,  Tools,  and  Engines) 

PHY 

1101 

Applied  Science 

3 

2 

4 

ENG 

1101 

Reading  Improvement 

2 

0 

2 

13 

17 

19 

SECOND  QUARTER 

PME 

1102 

Engine  Electrical  and  Fuel  Systems 

5 

15 

10 

DFT 

1102 

Schematics  and  Diagrams 

1 

3 

2 

(Electrical  and  Fuel  Systems) 

MAT 

1120 

Applied  Math 

3 

0 

3 

ENG 

1102 

Communication  Skills 

3 

0 

3 

12 

18 

18 

THIRD  QUARTER 

AUT 

1123 

Brakes,  Chassis  and  Suspension 

3 

12 

7 

AHR 

1101 

Automotive  Air  Conditioning 

2 

2 

4 

DFT 

1103 

Schematics  and  Diagrams 

0 

3 

1 

(Chassis  and  Braking  Systems) 

PSY 

1101 

Human  Relations 

3 

0 

3 

WLD 

1129 

Basic  Welding 

2 

3 

3 

10 

20 

18 

FOURTH  QUARTER 

AUT 

1124 

Automotive  Power  Train  Systems 

3 

12 

7 

AUT 

1125 

Auto  Servicing 

3 

9 

6 

BUS 

1103 

Small  Business  Operations 

3 

0 

3 
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COURSE  DESCRIPTIONS  BY  QUARTERS 


FIRST  QUARTER 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


PME  1101  Internal  Combustion  Engine  3  12  7 

Development  of  a  thorough  knowledge  and  ability  in  using,  maintaining,  and 
storing  the  various  hand  tools  and  measuring  devices  needed  in  engine  repair 
work.  Study  of  the  construction  and  operation  of  components  of  internal  com¬ 
bustion  engines.  Testing  of  engine  performance;  servicing  and  maintenance 
of  pistons,  valves,  cams  and  camshafts,  fuel  and  exhaust  systems,  cooling  sys¬ 
tems;  proper  lubrication;  and  methods  of  testing,  diagnosing  and  repairing. 


MAT  1101  Fundamentals  of  Mathematics  5  0  5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  subtraction, 
multiplication  and  division.  Fractions,  decimals,  powers  and  roots,  percent¬ 
ages,  ratio  and  proportion.  Plane  and  solid  geometric  figures  used  in  indus¬ 
try;  measurement  of  surfaces  and  volumes.  Introduction  to  algebra  used  in 
trades.  Practice  in  depth. 


DFT  1101  Schematics  and  Diagrams  0  3  1 

Interpretation  and  reading  of  schematics  and  diagrams.  Development  of  abil¬ 
ity  to  read  and  interpret  blueprints,  charts,  instruction  and  service  manuals, 
and  wiring  diagrams.  Information  on  the  basic  principles  of  lines,  views,  di¬ 
mensioning  procedures,  and  notes. 

PHY  1101  Applied  Science  3  2  4 

An  introduction  to  physical  principles  and  their  application  in  industry.  Top¬ 
ics  in  this  course  include  measurement;  properties  of  solids,  liquids,  and 
gases;  basic  electrical  principles. 


ENG  1101  Reading  Improvement  2  0  2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and  accurately.  Spe¬ 
cial  machines  are  used  for  class  drill  to  broaden  the  span  of  recognition,  to 
increase  eye  coordination  and  word  group  recognition  and  to  train  for  com¬ 
prehension  in  larger  units. 


SECOND  QUARTER 

PME  1102  Engine  Electrical  and  Fuel  Systems  5  15  10 

A  thorough  study  of  the  electrical  and  fuel  systems  of  the  automobile.  Bat¬ 
tery  cranking  mechanism,  generator,  ignition,  accessories  and  wiring,  fuel 
pumps,  carburetors,  and  fuel  injectors  and  characteristics  of  fuels,  types  of 
fuel  systems,  special  tools,  and  testing  equipment  for  the  fuel  and  electrical 
system  are  studied. 

Prerequisite:  PME  1101. 

DFT  1102  Schematics  and  Diagrams:  Power  1  3  2 

Mechanics  (Electrical  and  Fuel  Systems) 

Interpretation  and  reading  of  schematic  prints  and  diagrams.  Making  sketch¬ 
es  of  electrical  wiring  and  fuel  system  components  for  automotive  engines 
and  other  internal  combustion  engines.  Learning  to  identify  the  various  com¬ 
ponents  of  the  systems  by  sketching  and  labeling  parts.  Practice  in  tracing 
wiring  systems  and  diagnosing  trouble  by  using  schematics  and  diagrams 
found  in  the  automotive  service  manuals. 

Prerequisite:  DFT  1101. 

MAT  1120  Applied  Mathematics  3  0  3 

Practical  problems  are  especially  selected  to  ensure  mastery  of  mathematic 
principles  applied  to  the  automobile  trades. 

Prerequisite:  MAT  1101. 

ENG  1102  Communication  Skills  3  0  3 

Designed  to  promote  effective  communication  through  correct  language 
usage  in  speaking  and  writing. 

Prerequisite:  ENG  1101. 
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THIRD  QUARTER 

AUT  1123  Brakes,  Chassis  and  Suspension  Systems  3  12  7 

A  complete  study  of  various  braking  systems  employed  on  automobiles  and 
light  weight  trucks.  Emphasis  is  placed  on  how  they  operate,  proper  adiust- 
ment  and  repair.  Also,  the  servicing  of  parking  brakes  is  emphasized.  Prin¬ 
ciples  and  functions  of  the  components  of  automotive  chassis.  Practical  job 
instruction  in  adjusting  and  repairing  of  suspension  systems. 

AHR  1101  Automotive  Air  Conditioning  2  2  4 

General  introduction  to  the  principles  of  refrigeration;  study  of  the  assembly 
of  the  components  and  connections  necessary  in  the  mechanisms,  the  meth¬ 
ods  of  operation,  and  control;  proper  handling  of  refrigerants  in  charging  the 
system.  Use  of  testing  equipment  in  diagnosing  trouble,  conducting  effici¬ 
ency  tests  and  general  maintenance  work  is  also  included. 

Prerequisite:  PHY  1101. 

DFT  1103  Schematics  and  Diagrams:  Power  0  3  1 

Mechanics  (Chassis  and  Braking  Systems) 

Interpretation  of  prints,  schematics  and  diagrams  pertaining  to  automotive 
chassis  and  braking  systems.  A  study  of  components  that  make  up  the  front 
suspension,  differential  assembly  and  brake  assemblies. 

Prerequisite:  DFT  1101,  DFT  1102. 

PSY  1101  Human  Relations  3  0  3 

A  study  of  basic  principles  of  human  behavior.  The  problems  of  the  individ¬ 
ual  are  studied  in  relation  to  society,  group  membership,  and  relationships 
within  the  work  situation. 

WLD  1129  Basic  Welding  2  3  3 

Basic  characteristics  of  metals,  equipment,  its  construction  and  operation  are 
presented  by  means  of  audio-visuals  and  other  educational  media.  Welding 
demonstrations  by  the  instructor  and  practice  by  students  in  the  welding 
shop.  Safe  and  correct  methods  of  assembling  and  operating  gas  and  arc 
welding  equipment.  Practice  wil  be  given  in  surface  welding;  bronze  weld¬ 
ing,  silver-soldering,  and  flame-cutting  and  arc  welding  methods  applicable 
to  mechanical  repair  work. 


FOURTH  QUARTER 

AUT  1124  Automotive  Power  Train  Systems  3  12  7 

Principles  and  functions  of  automotive  power  train  systems:  clutches,  trans¬ 
mission  gears,  torque  converters,  drive  shaft  assemblies,  rear  axles  and  dif¬ 
ferentials.  Identification  of  troubles,  servicing,  and  repair. 

Prerequisite:  AUT  1123. 

AUT  1125  Auto  Servicing  3  9  6 

Emphasis  is  on  the  shop  procedures  necessary  in  “trouble-shooting”  the 
various  component  systems  of  the  automobile.  “Trouble-shooting”  of  auto¬ 
motive  systems,  provides  a  full  range  of  experiences  in  testing,  adjusting, 
repairing  and  replacing  components.  A  close  simulation  to  an  actual  auto¬ 
motive  shop  situation  will  be  maintained. 

Prerequisite:  PME  1102,  AUT  1123,  AHR  1101. 

BUS  1103  Small  Business  Operations  3  0  3 

An  introduction  to  the  business  world,  problems  of  small  business  operation, 
basic  business  law,  business  forms  and  records,  financial  problems,  order¬ 
ing  and  inventorying,  layout  of  equipment  and  offices,  methods  of  improving 
business,  and  employer-employee  relations. 
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ELECTIVES 

BUS  1105  Industrial  Organizations  3  0  3 

Methods,  techniques,  and  practices  of  modern  management  in  planning,  or¬ 
ganizing  and  controlling  operations  of  a  manufacturing  concern.  Introduc¬ 
tion  to  the  competitive  system  and  the  factors  constituting  product  cost. 

Prerequisite:  None. 

ECO  1114  Industrial  Economics  (Basic)  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and  prac¬ 
tices  by  which  people  gain  a  livelihood  in  our  industrial  society.  Topics  in¬ 
clude  production,  consumption,  exchange  and  distribution  of  materials  and 
resources,  money  and  credit,  business  fluctuations,  labor  and  management. 

Prerequisite:  None. 

ISC  1101  Industrial  Safety  3  0  3 

A  study  of  the  development  of  Industrial  Safety;  accident  occurrence  and  pre¬ 
vention;  analysis  of  accident  causes  and  costs;  basic  factors  of  accident  con¬ 
trol;  safety  education  and  training;  accident  reporting  and  records;  employer 
and  employee  responsibility;  safety  organizations;  first  aid;  mechanical  safe¬ 
guards;  personal  protection  equipment  use;  materials  handling;  fire  preven¬ 
tion  and  protection;  safety  codes;  and  accident  statistics. 

Prerequisite:  None. 

ENG  1103  Report  Writing  3  0  3 

Fundamentals  of  correct  language  usage  applied  to  report  writing.  Emphasis 
is  placed  on  principles  of  report  construction  and  application  to  various 
report  forms. 

Prerequisite:  ENG  1102. 

MAT  1102  Math  (Algebra)  3  0  3 

Basic  concepts  and  operations  of  algebra:  historical  background  of  our  base- 
10  number  system;  algebraic  operations:  addition,  subtraction,  multiplication 
and  division;  fractions,  letter  representation,  grouping,  factoring,  ratio  and 
proportions,  variation;  graphical  and  algebraic  solution  of  first  degree  equa¬ 
tions;  solution  of  simultaneous  equations  by:  addition  and  subtraction,  sub¬ 
stitution,  graphing;  exponents,  logarithms,  tables  and  interpolation. 

Prerequisite:  None. 

PHY  1102  Applied  Science  3  2  4 

The  second  in  a  series  of  two  courses  of  applied  physical  principles.  Topics 
introduced  in  this  course  are  heat  and  thermometry,  and  principles  of  force, 
motion,  work,  energy,  and  power. 

Prerequisite:  PHY  1101. 

PME  1126  Small  Engine  Repair  2  3  3 

The  small  engine  repair  is  offered  to  train  people  in  the  maintenance  and 
overhaul  of  the  two  and  four  cycle  engines.  Enrollees  are  taught  to  repair 
and  replace  defective  parts  of  the  small  engines  used  to  power  boats,  lawn 
mowers,  garden  tractors,  chain  saws,  rototillers,  and  similar  machines.  In¬ 
struction  in  safety  is  one  of  the  major  responsibilities  of  the  course. 
Prerequisite:  PME  1101  or  work  experience. 

PME  1227  Power  Accessories  5  0  5 

This  course  is  designed  to  acquaint  the  student  with  the  operation,  service 
and  repair  of  power  operated  seats,  windows,  tops,  windshield  wipers,  radio 
antennas;  etc.  It  should  insure  the  development  of  the  student's  ability  to 
understand  and  trace  out  the  circuits  of  the  electrical  accessories,  to  en¬ 
hance  his  skill  in  diagnosing  troubles  and  repairing  damaged  circuits.  He 
will  apply  his  knowledge  in  drawing  and  reading  schematic  diagrams  of 
electrical  circuits. 

Prerequisite:  PME  1202  or  work  experience. 
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WLD  1130  Intermediate  Welding  1  3  2 

Welding  instruction  and  shop  demonstrations  in  modern  welding  methods 
used  by  mechanics  to  fabricate  steel  and  to  maintain  the  equipment.  The 
student  learns  procedures  and  techniques  of  joining  frame  members,  support¬ 
ing  members,  struts,  braces,  and  other  parts  according  to  approved  practices. 

Prerequisite:  WLD  1129. 

DFT  1180  Drafting— Trade  I  2  3  3 

This  is  an  introductory  course  in  drafting  for  students  needing  a  knowledge 
of  drawing  principles  for  reading  and  describing  objects  in  the  graphic  lan¬ 
guage.  Instruction  and  practice  is  given  in  lettering,  orthographic  projection, 
free-hand  sketching,  sectioning  and  dimensioning.  The  student  uses  draw¬ 
ing  instruments  in  making  orthographic  and  working  drawings,  and  in  the 
solution  of  geometrical  problems. 

PME  1121  Braking  Systems  (Truck)  2  3  3 

A  complete  study  of  various  braking  systems  used  on  automobiles  and  light 
trucks.  Emphasis  is  placed  on  how  they  operate,  the  proper  adjustment 
and  repair. 

Prerequisite:  None. 

PME  1214  Advanced  Air  Conditioning  Repair  3  3  4 

In  depth  study  of  the  principles  of  refrigeration;  extensive  practice  in  dis¬ 
assembly  and  the  assembly  of  the  component  parts;  diagnosis  of  malfunc¬ 
tioning;  the  proper  methods  of  repair  and  handling  of  refrigerants  in  charg¬ 
ing  the  various  systems. 

Prerequisite:  AHR  1101  or  work  experience. 

PME  1225  Auto  Engine  Trouble  Shooting  2  9  5 

In  this  course,  the  general  principles  of  engine  “trouble-shooting”  including 
the  electrical  and  fuel  systems  are  gained.  In  addition,  a  study  is  made  of 
the  engine  design  and  construction  along  with  the  four-stroke  cycle  and  the 
two-stroke  cycle  principles  of  engine  operation.  The  details  of  the  engine 
lubrication,  maintenance,  and  operation  of  cooling  systems  are  stressed. 

Prerequisite:  PME  1101  or  work  experience. 

MEC  1147  Systems  of  Measurement  &  Measuring  Tools  2  0  2 

A  basic  study  of  measurement  and  the  various  systems.  How  to  use  and 
read  the  various  rules,  scales,  calipers,  micrometers  and  other  precision 
measuring  tools  used  in  mechanical  work.  Included  is  the  reading  of  the 
basic  electrical  meters  used  in  testing. 

Prerequisite:  None. 

MEC  1139  Basic  Hydraulics  and  Pneumatics  3  3  4 

The  basic  theories  and  uses  of  hydraulic  and  pneumatic  systems,  and  also  the 
combination  of  systems.  Basic  designs  and  functions  of  circuits  and  motors, 
controls,  electro-hydraulic  servo-mechanisms,  filtration,  accumulators  and 
reservoirs.  Installation  and  maintenance  of  the  components  will  be  made  by 
the  students. 

Prerequisite:  PHY  1101. 

MEC  1298  Special  Problems  in  Mechanics  (Maximum  Credit  6  hrs.) 

The  purpose  of  this  course  is  to  broaden  the  students'  experiences  in  the 
areas  of  mechanics.  Problems  involving  experimentation,  investigation  and 
writing  of  a  research  report  involving  automobiles,  mechanical  operations 
and  general  maintenance  and  repair  required  for  machinery  may  be  basis 
for  investigation. 

Prerequisite:  All  curriculum  courses. 
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COSMETOLOGY 

Cosmetologists  are  trained  to  advise  men  and  women  on  the  care 
of  hair,  skin  and  hands  (including  the  nails).  Students  in  this  curric¬ 
ulum  study  the  scientific  make-up  of  the  body  as  well  as  the  use  of 
cosmetics  to  improve  the  outward  appearance.  This  is  necessary  be¬ 
cause  factors  such  as  diet  and  bone  structure  greatly  effect  ap¬ 
pearance. 

Students  study  in  both  a  classroom  and  a  shop.  Practice  of  theory 
is  carried  out  on  individuals  who  visit  the  shop  as  well  as  on  other 
students  and  wigs  and  hairpieces. 

This  program  is  approved  by  the  North  Carolina  Board  of  Cosmetic 
Art  Examiners.  Graduates  of  the  course  meet  the  requirements  for 
taking  the  examination  for  license  by  the  State  Board  of  Cosmetic 
Arts  Examiners. 

Graduates  of  the  program  are  skilled  in  manicuring,  shampooing, 
permanent  waving,  facials,  scalp  treatments,  hair  styling,  bleaching 
and  many  other  areas  of  cosmetology.  They  find  employment  as 
beauticians  in  private  shops  as  well  as  setting  up  their  own  shops. 

Students  who  have  a  minimum  of  1200  hours  of  instruction  at  the 
end  of  the  third  quarter  may  leave  the  program  with  a  certificate. 
Students  who  wish  to  receive  a  diploma  must  take  courses  in  related 
instruction  during  the  fourth  quarter.  These  students  will  have  a 
minimum  of  1500  hours  of  instruction  upon  graduation. 

Admission  requirements  for  this  curriculum  are  stated  on  page 
33.  There  are  no  additional  test  requirements  for  this  curriculum. 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 

Per  Week 

Total 

Contact 

Class 

Lab 

Hours 

Course  Title 

FIRST  QUARTER 

COS 

1101 

Introduction  to  Cosmetology 

5 

1 

66 

cos 

1102 

Bacteriology,  Sanitation,  and  First  Aid 

5 

2 

77 

cos 

1112 

Personality 

2 

0 

22 

cos 

1103 

Shampoo  and  Rinse 

0 

2 

22 

cos 

1105 

Finger  Waving  and  Pin  Curling 

1 

9 

110 

cos 

1107 

Manicuring 

1 

2 

33 

14 

16 

330 

SECOND  QUARTER 

cos 

1106 

Hair  Shaping 

1 

9 

110 

cos 

mi 

Hair  Styling  and  Wig  Care 

2 

9 

121 

cos 

1115 

Tinting  and  Bleaching 

1 

8 

99 

4 

26 

330 
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THIRD  QUARTER 


COS 

1110 

Permanent  Waving— Cold  and  Heat  Wave 

2 

15 

187 

cos 

1118 

Anatomy 

3 

2 

55 

cos 

1120 

Facials 

1 

5 

66 

6 

22 

308 

FOURTH  QUARTER 

cos 

1119 

Anatomy 

2 

4 

66 

cos 

1116 

Scalp  Treatments 

1 

2 

33 

cos 

1121 

Disorders  of  Skin,  Nails,  and  Hair 

5 

3 

88 

cos 

1122 

Electricity 

3 

1 

44 

cos 

1123 

Chemistry 

2 

1 

33 

cos 

1124 

Operational  Management 

1 

0 

11 

14  11  275 
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COURSE  DESCRIPTIONS  BY  QUARTERS 


Hours  Per  Week  Total 

Contact 

Class  Lab  Hours 

FIRST  QUARTER 

COS  1101  Introduction  to  Cosmetology  5  1  66 

Designed  to  give  the  student  a  background  for  the  profession  and  an  un¬ 
derstanding  of  the  laws  and  civic  responsibilities  involved. 

COS  1102  Bacteriology,  Sanitation,  and  First  Aid  5  2  77 

A  study  of  bacteriology  to  prevent  the  spread  of  disease  in  the  shops,  and 
instructions  in  sanitary  measures  and  laws.  Emphasis  is  placed  on  safety 
and  methods  of  rendering  first  aid.  Aiso  instruction  in  health  needs  and 
habits  of  an  individual. 

COS  1112  Personality  2  0  22 

Designed  to  develop  a  pleasing  personality,  charm,  and  poise  necessary  to 
every  one  in  the  beauty  field. 

COS  1103  Shampoo  and  Rinse  0  2  22 

This  course  covers  the  theory  and  practical  training  necessary  to  develop 
the  manipulative  skill  for  shampooing.  Emphasis  is  placed  on  composition 
and  application  of  various  rinses. 

COS  1105  Finger  Waving  and  Pin  Curling  1  9  110 

A  study  of  hair,  use  of  comb,  fingers,  and  waving  lotion  to  produce  a  wave. 
The  different  styles  of  finger  waving,  pin  curling,  and  roller  curl  are  studied 
to  enable  the  student  to  make  application  of  finger  waving  and  pin  curling 
to  various  hair  styles. 

COS  1107  Manicuring  1  2  33 

The  care  of  the  hands  and  nails  with  emphasis  on  correct  procedures,  tech¬ 
niques,  materials,  and  equipment  used  in  giving  a  manicure.  Also  attention 
devoted  to  developing  an  understanding  of  the  relationship  between  cus¬ 
tomer  and  operator. 


SECOND  QUARTER 

COS  1106  Hair  Shaping  1  9  110 

Skill  in  the  use  of  scissors  and  razor  shaping  for  shaping  the  hair  is  develop¬ 
ed  in  this  course.  The  student  becomes  familiar  with  various  methods  of  cut¬ 
ting  hair  which  may  be  applied  to  specific  hair  sytling  and  permanent  waving. 

COS  1111  Hair  Styling  and  Wig  Care  2  9  121 

This  course  deals  with  the  fundamental  principles  of  hair  styling  and  wig 
care.  Through  study  of  the  contour  of  the  head  and  face  a  student  learns  to 
see  the  relationship  of  these  features  to  various  hair  styles.  Also  extensive 
practice  in  the  proper  use  of  sculpture  curls,  brushing,  and  combing  are 
included. 

COS  1115  Tinting  and  Bleaching  1  8  99 

A  study  of  techniques  and  applications  involved  in  giving  hair  tints  and 
bleaches;  reaction  of  chemicals  to  certain  textures  of  hair;  composition, 
merits,  and  limitations  of  softeners,  developers,  hair  tints,  and  bleaches. 


THIRD  QUARTER 

COS  1110  Permanent  Waving— Cold  and  Heat  Wave  2  15  187 

This  course  is  designed  to  provide  a  foundation  for  the  practical  art  of 
permanent  waving.  Such  topics  as  types  of  permanent  waves,  texture  and 
elasticity  of  hair,  and  shaping  of  hair  are  included.  Also  the  methods  of 
permanent  waving  are  taught. 
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COS  1118  Anatomy  3  2  55 

The  structure  and  function  of  the  bones,  muscles,  and  nerves  with  particular 
emphasis  upon  their  application  of  cosmetology. 

COS  1120  Facials  1  5  66 

Designed  to  aid  in  the  understanding  of  the  principles,  techniques,  pur¬ 
poses,  application  and  benefits  of  facial  massage  and  cosmetic  use.  The 
various  types  of  facials  appropriate  for  different  types  of  skin  studied. 


FOURTH  QUARTER 


COS  1119  Anatomy  2  4  66 

A  continuation  of  Anatomy  with  additional  emphasis  on  the  structure  and 
function  of  bones,  muscles,  and  nerves  as  applied  to  the  work  of  the  cos¬ 
metologist. 

Prerequisite:  COS  1118. 

COS  1116  Scalp  Treatments  1  2  33 

A  study  of  the  principles,  techniques,  materials,  supplies  and  applications 
used  in  giving  scalp  treatments. 

COS  1121  Disorders  of  Skin,  Nails,  and  Hair  5  3  88 

The  cause,  identification,  and  treatment  of  common  skin  disorders  and  scalp 
diseases. 

COS  1122  Electricity  3  1  44 

Designed  to  acquaint  the  student  to  electricity  in  its  different  phases  as 
applied  to  cosmetology.  Such  topics  as  wallplate,  high  frequency  and  elec¬ 
trodes  are  studied  and  discussed. 

COS  1123  Chemistry  2  1  33 

Designed  to  give  the  student  an  understanding  of  the  basic  principles  of 
chemistry  as  they  apply  to  the  field  of  cosmetology.  The  major  areas  of 
work  studied  in  this  course  are:  fundamentals  of  chemistry,  chemistry  of 
soaps,  hair  preparations,  nail  preparations,  deodorant  preparations,  creams, 
and  lotions,  and  facial  preparations. 

COS  1124  Operational  Management  1  0  11 

Designed  to  give  the  student  an  understanding  of  the  principles  relating  to 
the  operation  of  a  beauty  shop.  Emphasis  on  equipment,  finance,  and 
management. 
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MEDICAL  LABORATORY  ASSISTANT 

Modern  medical  techniques  have  created  a  great  need  for  the 
medical  technologist  and  his  assistant/s.  The  medical  laboratory 
assistant  is  trained  to  perform  simple  laboratory  tests  under  the 
direction  of  a  clinical  pathologist,  physician,  and/or  a  technician  in 
the  hospital  laboratory.  He  may  also  be  employed  in  public  and 
private  clinical  laboratories,  physician’s  offices,  public  health  agen¬ 
cies,  and  industrial,  research,  and  pharmaceutical  laboratories. 

Duties  of  the  medical  laboratory  assistant  include  collecting  blood 
samples,  performing  selected  chemical,  biological,  and  physical 
analyses  of  body  specimens,  preparing  tissue  samples,  and  typing 
and  crossmatching  blood. 

Admission  requirements  for  this  curriculum  include  taking  an 
achievement  test  in  some  subject  matter  areas,  taking  an  ability 
test,  and  taking  a  manual  dexterity  test  in  addition  to  those  require¬ 
ments  mentioned  on  page  33  for  entering  any  diploma  program. 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 


MLA 

1000 

Orientation 

2 

0 

2 

MLA 

1001 

Anatomy,  Physiology  and  Basic  Pathology 

2 

0 

2 

MLA 

1002 

Basic  Science 

3 

0 

3 

MLA 

1003 

Clinical  Chemistry  1 

2 

6 

5 

MLA 

1004 

Urinalysis 

1 

4 

3 

MLA 

1005 

Hematology  1 

2 

6 

5 

12 

16 

20 

SECOND  QUARTER 

MLA 

1006 

Clinical  Chemistry  II 

2 

6 

5 

MLA 

1007 

Hematology  II 

1 

6 

4 

MLA 

1008 

EKG  and  BMR 

1 

2 

2 

MLA 

1009 

Microbiology 

2 

2 

3 

MLA 

1010 

Blood  Bank  1 

1 

2 

2 

7 

18 

16 

THIRD  &  FOURTH  QUARTERS  (22 

weeks) 

Clinical 

Quarter 

Hours 

Weeks 

Hours 

Credit 

MLA 

1011 

Hematology  III 

6 

240 

6 

MLA 

1012 

Chemistry  and  Urinalysis 

6 

240 

6 

MLA 

1013 

EKG 

2 

80 

2 

MLA 

1014 

Blood  Bank  II 

3 

120 

3 

MLA 

1015 

Bacteriology 

4 

160 

4 

MLA 

1016 

Histology 

1 

40 

1 

22 

880 

22 
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COURSE  DESCRIPTIONS  BY  QUARTERS 


Course  Title 


MLA  1000  Orientation 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 


2  0 


2 


Introduction  to  scientific  methodology,  medical  laboratory  practice,  and  the 
role  of  the  laboratory  assistant.  Field  trips  provide  a  broad  overview  of 
health  resources  in  the  community. 


Prerequisite:  None. 


MLA  1001  Anatomy,  Physiology  and  Basic  Pathology  2  0  2 

Study  of  anatomy  and  physiology  in  relation  to  disease  and  medical  term¬ 
inology. 

Prerequisite:  None. 

MLA  1002  Basic  Science  3  0  3 

Study  of  the  fundamental  properties  of  matter,  biological  compounds  and 
processes,  atomic  structure,  and  common  chemicals  utilized  in  medical 
laboratory  science. 

Prerequisite:  None. 


MLA  1003  Clinical  Chemistry  I  2  6  5 

Study  of  the  theory  and  techniques  used  in  the  clinical  chemistry  laboratory. 
Prerequisite:  None. 


MLA  1004  Urinalysis  14  3 

Study  of  urine  collection  and  preservation,  physical  characteristics  of  urine, 
and  routine  qualitative  and  quantitative  tests.  Laboratory  practice  in  iden¬ 
tification  of  physical  characteristics,  measurements,  and  performance  of 
specified  tests. 

Prerequisite:  None. 


MLA  1005  Hematology  I  2  6  5 

Study  of  blood  constituents  and  the  theory  and  techniques  used  in  collecting 
and  studying  blood  samples.  Laboratory  practice  in  systems  for  enumera¬ 
tion  of  formed  elements  of  the  blood,  measurement  of  other  blood  elements, 
and  determination  of  sedimentation  rates. 

Prerequisite:  None. 


SECOND  QUARTER 

MLA  1006  Clinical  Chemistry  II  2  6  5 

Study  of  theory  and  procedures  for  anaylsis  of  specific  metabolites.  Labora¬ 
tory  practice  in  performance  of  specified  tests. 

Prerequisite:  MLA  1003. 

MLA  1007  Hematology  II  16  4 

Study  of  coagulation  theory  and  methods  for  performing  specific  blood 
studies.  Laboratory  practice  in  procedures  related  to  identification  and  dif¬ 
ferentiation  of  blood  cells  and  to  coagulation  of  blood. 

Prerequisite:  MLA  1005. 

MLA  1008  EKG  and  BMR  1  2  2 

Study  of  techniques  of  electrocardiography  and  determination  of  metabloic 
rate.  Laboratory  practice  in  performance  of  routine  electrocardiograms  and 
use  of  BMR  machine. 

Prerequisite:  None. 
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MLA  1009  Microbiology  2  2  3 

Study  of  common  microorganisms  and  routine  techniques  of  the  bacteriology 
department.  Laboratory  practice  in  planting  selected  cultures,  presumptive 
identification  of  common  organisms,  and  recovering  ova,  cysts,  and  para¬ 
sites  from  feces. 

Prerequisite:  None. 

MLA  1010  Blood  Bank  I  12  2 

Study  of  techniques  utilized  in  donor  screening,  phlebotomies,  blood  group¬ 
ing  and  crossmatching.  Laboratory  practice  in  typing  and  crossmatching 
blood  samples. 

Prerequisite:  None. 


THIRD  AND  FOURTH  QUARTERS  (22  weeks) 

Clinical  Quarter 
Hours 

Weeks  Hours  Credit 

MLA  1011  Hematology  III  6  240  6 

Applied  practice  in  the  hospital  hematology  laboratory.  Experiences  include 
patient  contact,  venipunctures,  calibration  of  hemoglobin  curve  and  hemo¬ 
globin  and  blood  diluting  pipettes,  and  duplication  of  findings  of  staff 
technologist  on  routine  analyses  of  blood  samples. 

Prerequisite:  MLA  1007. 

MLA  1012  Chemistry  and  Urinalysis  6  240  6 

Applied  practice  in  making  reagents,  using  trip  and  analytical  balances;  cali¬ 
brating  colorimeter  tubes;  using  standard  curves,  recoveries  and  control  solu¬ 
tions;  calculating  standard  deviation  and  confidence  limits;  checking  all 
calculations;  and  performing  urinalyses. 

Prerequisite:  MLA  1006. 

MLA  1013  EKG  2  80  2 

Experience  in  making  electrocardiograms,  with  empsasis  on  patient  relation¬ 
ships. 

Prerequisite:  MLA  1008. 

MLA  1014  Blood  Bank  If  3  120  3 

Supervised  practice  in  A,  B,  O  and  Rh  typing,  crossmatching  and  phle¬ 
botomies. 

Prerequisite:  MLA  1010. 

MLA  1015  Bacteriology  4  160  4 

Supervised  practice  in  procedures  of  the  bacteriology,  serology,  and  para¬ 
sitology  departments,  to  include:  preparing  cultures,  reading  gram  stains 
and  colony  characteristics,  staining  and  screening  AFB  smears,  and  prepar¬ 
ing  laboratory  equipment,  glassware,  and  media;  performing  routine  serologi¬ 
cal  tests;  identifying  parasites  or  occult  blood  in  body  specimens. 

Prerequisite:  MLA  1009. 

MLA  1016  Histology  1  40  1 

Experience  in  assisting  with  autopsies,  processing  tissues,  observing  frozen 
sections,  and  performing  special  stains. 

Prerequisite:  None. 
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NURSES’  ASSISTANT 

Because  of  the  great  need  for  trained  personnel  the  nurses' 
assistant  is  an  important  part  of  any  medical  team.  The  nurses’ 
assistant  is  a  person  who  has  had  a  short  period  of  training  in 
patient  care  and  ward  management.  The  nurses’  assistant  is  trained 
to  do  important  jobs  such  as  taking  pulse  rates,  taking  temper¬ 
atures,  taking  some  specimen  samples,  and  reporting  any  changes 
in  the  patient’s  condition  which  they  see  while  doing  these  jobs. 

The  nurses’  assistant  always  works  under  the  supervision  of  a 
licensed  nurse.  Another  of  the  nurses’  assistant’s  duties  is  to  help 
any  nurse  with  patient  care  requiring  more  than  one  person.  For 
this  reason  part  of  the  nurses’  assistant’s  training  will  include 
knowing  the  duties  of  a  licensed  nurse. 

The  program  will  last  for  six  months  (two  quarters).  It  will  be 
composed  of  both  classroom  work  and  laboratory  work.  The  lab¬ 
oratory  work  will  be  done  in  the  local  hospital.  Academic  work  will 
include  such  courses  as  the  professional  conduct  of  the  nurses’ 
assistant  as  well  as  the  normal  training  courses.  Both  academic 
and  laboratory  work  will  make  up  the  approximate  eighteen  hours 
of  class  which  students  will  attend  each  week. 

SUGGESTED  CURRICULUM  BY  QUARTERS 

At  the  time  of  printing  of  this  catalogue,  this  curriculum  course 
outline  had  not  been  finalized. 

OPERATING  ROOM  ASSISTANT 

The  operating  room  assistant  is  a  person  who  has  the  skills 
needed  to  assist  in  the  operating  room.  The  skills  which  are  needed 
cover  many  areas.  The  first  is  to  learn  the  procedures  of  prep¬ 
aration  and  care  of  supplies,  skin  preparation,  and  preparation  of 
the  patient.  The  person  must  learn  operating  room  functional  skills 
including  hand  scrubbing,  gowning  and  gloving,  operative  field 
draping,  and  caring  for  specimens.  The  operating  room  assistant 
must  learn  the  names  and  application  of  the  basic  operating  room 
equipment  and  materials,  and  sponges  and  dressings.  They  must 
understand  the  ethical,  moral,  and  legal  responsibilities  related  to 
the  operating  room,  the  health  profession,  and  the  patient.  Finally 
they  must  be  familiar  with  all  personnel  who  are  employed  in  the 
operating  room  and  know  the  duties  of  each. 

The  course  will  last  for  six  months  (two  quarters).  Students  will 
have  about  eighteen  hours  of  class  per  week  during  each  quarter. 

The  course  will  include  both  academic  work  and  laboratory  work. 
Academic  work  will  be  done  in  a  classroom  situation.  Laboratory 
work  will  be  done  in  the  local  hospital. 

SUGGESTED  CURRICULUM  BY  QUARTERS 

At  the  time  of  printing  of  this  catalogue,  this  curriculum  course 
outline  had  not  been  finalized. 
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PRACTICAL  NURSING 

The  practical  nurse  is  an  important  part  of  any  health  team.  She 
provides  care  for  the  moderately  ill  patients  under  the  supervision 
of  a  doctor  and/or  a  registered  nurse.  The  greatest  number  of  prac¬ 
tical  nurses  are  employed  by  hospitals,  but  they  may  find  employ¬ 
ment  in  doctors’  offices,  public  health  departments,  industry, 
schools,  nursing  homes,  and  private  duty. 

Students  receive  both  classroom  instruction  and  practical  ex¬ 
perience  in  a  hospital.  All  areas  of  nursing  are  dealt  with  during 
the  program. 

Graduates  of  the  program  are  eligible  to  take  the  State  Board 
Examination  for  Licensed  Practical  Nurses. 

Applicants  must  meet  the  general  admission  requirements  on 
page  33.  They  must  also  take  some  additional  tests. 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Course  Title 


FIRST  QUARTER 


NUR  1001 
NUR  1002 
NUR  1003 
NUR  1004 
ENG  1102 


Introduction  to  Practical  Nursing 
Anatomy  and  Physiology 
Fundamentals  of  Basic  Nursing 
Nutrition  and  Diet  Therapy 
English  Composition  and  Grammar 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab 

Credit 

6 

0 

6 

3 

0 

3 

8 

5 

10 

2 

0 

2 

3 

0 

3 

22  5  24 


SECOND  QUARTER 


NUR  1005 
NUR  1006 
NUR  1007 
NUR  1008 
MAT  1101 


Medical-Surgical  Nursing  I 
Obstetrical  Nursing 
Pediatric  Nursing 
Clinical  Rotation  I 
Fundamentals  of  Mathematics 


3  0  3 

4  0  4 
4  0  4 
0  19  6 
2  0  2 


13  19  19 


THIRD  QUARTER 


NUR  1009  Medical-Surgical  Nursing  II  9 

NUR  1010  Clinical  Rotation  II  0 

NUR  1011  Pharmacology  and  Drug  Administration  4 


0 

19 

0 


9 

6 

4 


13  19  19 


FOURTH  QUARTER 


NUR  1012  Medical-Surgical  Nursing  III 
NUR  1013  Vocational  Adjustment 
NUR  1014  Clinical  Rotation  III 
Elective 


8  0  8 

2  0  2 

0  19  6 

3  0  3 


13  19  19 
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COURSE  DESCRIPTION  BY  QUARTERS 

Hours  Per  Week  Quarter 

Hours 

Class  Lab  Credit 

FIRST  QUARTER 

NUR  1001  Introduction  to  Practical  Nursing  BOG 

Introduces  the  student  to  practical  nursing’s  historical  facts  and  ethical  and 
legal  implications.  Physical  and  emotional  health  of  persons  of  all  develop¬ 
mental  stages,  the  role  of  the  practical  nurse  on  the  health  team,  good  study 
habits  and  the  problem  solving  approach,  and  the  theory  and  development 
of  the  nursing  care  plan  are  studied. 

NUR  1002  Anatomy  and  Physiology  3  0  3 

This  course  presents  the  student  with  a  foundation  of  facts  and  principles 
in  the  structure  and  related  functioning  of  the  following  body  systems: 
Skeletal,  muscular,  digestive,  circulatory,  respiratory,  urinary,  reproductory, 
endocrine,  and  nervous. 

NUR  1003  Fundamentals  of  Basic  Nursing  8  5  10 

Presents  principles  and  nursing  skills  in  the  performance  of  nursing  services 
to  patients.  Emphasis  is  placed  on  development  of  environmental  care,  safe¬ 
ty  methods,  observation,  reporting,  using  procedures  and  formation  of  effec¬ 
tive  nurse-patient  relationships  to  aid  the  student  in  a  safe  and  effective 
practice. 

NUR  1004  Nutrition  and  Diet  Therapy  2  0  2 

Presents  facts  dealing  with  component  parts,  sources  and  types  of  foods 
necessary  for  the  balanced  diet  in  different  development  stages  and  during 
disease  conditions. 

ENG  1102  English  Composition  and  Grammar  3  0  3 

A  study  of  correct  language  usage,  organization  of  thoughts  and  presenta¬ 
tion  of  ideas  in  speaking  and  writing  through  emphasis  on  the  structure  of 
the  sentence,  the  paragraph,  and  the  whole  composition. 


SECOND  QUARTER 

NUR  1005  Medical-Surgical  Nursing  I  3  0  3 

Introduces  the  student  to  the  area  of  medical-surgical  nursing.  Symptoms 
of  illness,  long  term  illnesses,  rehabilitation,  pre-operative  and  post-op¬ 
erative  care  are  included. 

NUR  1006  Obstetrical  Nursing  4  0  4 

Presents  concepts  of  nursing  care  of  the  woman  during  normal  and  com¬ 
plicated  antepartum,  labor,  delivery  and  post-partum  period,  care  of  the 
newborn,  normal  and  deviation  of  normal  is  presented  with  special  needs 
of  the  premature  emphasized. 

NUR  1007  Pediatric  Nursing  4  0  4 

Introduces  the  student  to  the  service  of  pediatrics  and  presents  the  needs 
of  the  hospitalized  infant,  child,  and  adolescent  with  common  and  acute 
disorders  and  illnesses. 

NUR  1008  Clinical  Rotation  1  0  19  6 

The  practical  nursing  student  enters  the  hospital  setting  for  nursing  care 
of  patients  with  simple  medical  surgical  problems  for  six  weeks.  This  ex¬ 
perience  is  followed  by  rotation  in  the  areas  of  pediatrics,  obstetrics,  and 
medical  surgical  nursing  for  six  weeks  each.  One  week  experience  in  the 
emergency  room  is  provided.  One  day  for  observation  of  the  well  child  is 
provided  by  a  visit  to  the  local  health  department. 
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MAT  1101  Fundamentals  of  Mathematics  2  0  2 

Reviews  and  extends  the  skills  of  operations  with  numbers,  introduces  the 
metric,  apothecary  and  household  systems  with  applications  to  the  dispens¬ 
ing  of  medicines. 


THIRD  QUARTER 

NUR  1009  Medical-Surgical  Nursing  II  9  0  9 

Study  of  disorders  of  the  musculo-skeletal,  respiratory,  circulatory,  gas¬ 
trointestinal  and  genito-urinary  systems;  covers  causes,  diagnosis,  treat¬ 
ment  and  nursing  care  of  these  disorders. 

NUR  1010  Clinical  Rotation  II  0  19  6 

The  student  continues  rotation  in  areas  he  did  not  complete  during  the 
previous  clinical  rotation  time.  More  complicated  nursing  problems  and 
procedures  are  encountered.  Administration  of  oral  and  parental  medica¬ 
tions  begin. 

NUR  1011  Pharmacology  and  Drug  Administration  4  0  4 

Presents  the  student  with  facts  concerning  sources,  effects,  and  uses  of 
drugs,  method  and  practice  in  administration  of  drugs,  mathematical  com¬ 
putations  of  dosages,  and  legal  aspects  of  administration. 

FOURTH  QUARTER 

NUR  1012  Medical-Surgical  Nursing  III  8  0  8 

Study  of  disorders  of  the  endocrine  and  nervous  system  including  sense 
organs  and  psychiatric  disorders.  Disaster  and  emergency  nursing. 

NUR  1013  Vocational  Adjustment  2  0  2 

Comprehensive  presentation  of  practical  nursing  ethical  and  legal  respon¬ 
sibilities,  organizations  for  membership,  and  job  opportunities  (procedure 
for  applying  for,  and  resigning  from  occupational  positions).  Stresses  ave¬ 
nues  for  continued  learning  after  graduation.  Final  preparation  for  state 
licensing  examination. 

NUR  1014  Clinical  Rotation  IIS  0  19  6 

Advanced  experience  in  evaluating  patient’s  nursing  needs  and  performing 
nursing  skills  in  rotation  areas.  The  last  three  weeks  of  the  course  are  de¬ 
signed  to  provide  the  student  with  an  opportunity,  under  instructor’s  guid¬ 
ance,  to  decide  on  an  area  she  would  like,  or  needs  experience  in. 

ELECTIVES 

Electives  are  selected  according  to  the  student’s  needs  as  determined  by  the 
student  and  his  advisor.  Electives  must  be  selected  from  vocational  or  tech¬ 
nical  curriculums. 
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WELDING 

Welders  are  employed  in  many  industries.  Because  of  this,  there 
is  always  a  need  for  them.  The  objective  of  this  program  is  to  give 
students  a  sound  understanding  of  the  principles,  methods,  tech¬ 
niques  and  skills  essential  for  successful  employment. 

A  one-year  course  is  offered  for  beginning  students.  Students  who 
have  had  previous  training  may  take  a  six-months  course.  Students 
in  both  programs  may  choose  those  types  of  welding  which  they 
desire  from  a  wide  course  offering:  oxyacetylene  welding  and  cut¬ 
ting,  electric  arc  welding,  inert-gas  welding,  and  pipe  welding. 

Admission  requirements  are  listed  on  page  33.  Students  enter¬ 
ing  the  one-year  program  do  not  have  to  take  any  additional  tests. 
Students  entering  the  six-months  program  must  pass  a  proficiency 
test  to  substantiate  previous  training. 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab 

Credit 

Course  Title 

FIRST  QUARTER 

WLD 

1120  Oxyacetylene  Welding  and  Cutting 

4 

15 

9 

EFT 

1117A  Blueprint  Reading:  Welding 

4 

0 

4 

JST 

1101  Safety  Practices 

2 

0 

2 

10 

15 

15 

SECOND  QUARTER 

WLD 

1121  Arc  Welding 

4 

14 

9 

DFT 

1117B  Blueprint  Reading:  Welding 

2 

3 

3 

JST 

1102  Safety  Practices 

2 

0 

2 

8 

17 

14 

THIRD  QUARTER 

WLD 

1123  Inert  Gas  Welding 

3 

12 

7 

WLD 

1124A  Pipe  Welding 

1 

3 

2 

DFT 

1118  Pattern  Development  and  Layout 

2 

2 

3 

JST 

1103  Safety  Practices 

2 

0 

2 

8 

17 

14 

FOURTH  QUARTER 

WLD 

1124B  Pipe  Welding 

2 

12 

6 

WLD 

1122  Commercial  and  Industrial  Practices 

2 

5 

4 

WLD 

1125  Certification  Practice 

2 

2 

3 

6 

19 

13 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 


WLD  1120  Oxyacetylene  Welding  and  Cutting  4  15  9 

Introduction  to  the  history  of  oxyacetylene  welding,  the  principles  of  welding 
and  cutting,  nomenclature  of  the  equipment,  assembly  of  units.  Welding 
procedures  such  as  practice  of  puddling  and  carrying  the  puddle,  running 
flat  beads,  butt  welding  in  the  flat,  vertical  and  overhead  position,  brazing, 
hard  and  soft  soldering.  Safety  procedures  are  stressed  throughout  the  pro¬ 
gram  of  instruction  in  the  use  of  tools  and  equipment.  Students  perform 
mechanical  testing  and  inspection  to  determine  quality  of  the  welds. 


DFT  1 1 1 7 A  Blueprint  Reading:  Welding  4  0  4 

A  thorough  study  of  trade  drawings  in  which  welding  procedures  are  indi¬ 
cated.  Interpretation,  use  and  application  of  welding  symbols,  abbreviations, 
and  specifications. 

JST  1101  Safety  Practices  2  0  2 

A  review  of  welding  safety  standards  as  specified  by  the  North  Carolina 
Department  of  Labor. 


SECOND  QUARTER 


WLD  1212  Arc  Welding  4  14  9 

The  operation  of  AC  transformers  and  DC  motor  generator  arc  welding  sets. 
Studies  are  made  of  welding  heats,  polarities,  and  electrodes  for  use  in 
joining  various  metal  alloys  by  the  arc  welding  process.  After  the  student 
is  capable  of  running  beads,  butt  and  fillet  welds  in  all  positions  are  made 
and  tested  in  order  that  the  student  may  detect  his  weaknesses  in  welding. 
Safety  procedures  are  emphasized  throughout  the  course  in  the  use  of  tools 
and  equipment. 

DFT  117B  Blueprint  Reading:  Welding  2  3  3 

Continuation  of  1117A  (Blueprint  Reading:  Welding). 

JST  1102  Safety  Practices  2  0  2 

Continuation  of  1101  (Safety  Practices). 

THIRD  QUARTER 

WLD  1123  Inert  Gas  Welding  3  12  7 

Introduction  and  practical  operations  in  the  use  of  inert-gas-shield  arc 
welding.  A  study  will  be  made  of  the  equipment,  operation,  safety  and 
practice  in  the  various  positions.  A  thorough  study  of  such  topics  as: 
principles  of  operation,  shielding  gases,  filler  rods,  process  variations  and 
applications,  manual  and  automatic  welding. 

Prerequisites:  WLD  1120,  WLD  1121  or  proficiency  test  in  oxyacetylene  and 
arc  welding. 

WLD  1124A  Pipe  Welding  1  3  2 

Designed  to  provide  practice  in  the  welding  of  pressure  piping  in  the  hori¬ 
zontal,  vertical,  and  horizontal  fixed  position  using  shielded  metal  arc 
welding  processes  according  to  Sections  VIII  and  IX  of  the  ASME  code. 

DFT  1118  Pattern  Development  and  Layout  2  2  3 

Continued  study  of  welding  symbols;  methods  used  in  layout  of  sheet  steel; 
sketching  of  projects,  jigs  and  holding  devices  involved  in  welding.  Special 
emphasis  is  placed  on  developing  pipe  and  angle  layouts  by  the  use  of  pat¬ 
terns  and  templates. 
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JST  1103  Safety  Practices  2  0  2 

Continuation  of  JST  1102  (Safety  Practices). 

FOURTH  QUARTER 

WLD  1124B  Pipe  Welding  2  12  6 

Continuation  of  1124A  (Pipe  Welding). 

WLD  1122  Commercial  and  Industrial  Practices  2  5  4 

Designed  to  build  skills  through  practices  in  simulated  industrial  processes 
and  techniques:  sketching  and  laying  out  on  paper  the  size  and  shape  de¬ 
scription,  listing  the  procedure  steps  necessary  to  build  the  product,  and 
then  actually  following  these  directions  to  build  the  product.  Emphasis  is 
placed  on  maintenance,  repairing  worn  or  broken  parts  by  special  welding 
applications,  field  welding  and  nondestructive  tests  and  inspection. 

WLD  1125  Certification  Practices  2  2  3 

This  course  involves  practice  in  welding  the  various  materials  to  meet  cer¬ 
tification  standards.  The  student  uses  various  tests  including  the  guided 
bend  and  the  tensile  strength  tests  to  check  the  quality  of  his  work.  Em¬ 
phasis  is  placed  on  attaining  skills  in  producing  quality  welds. 
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TECHNICAL  DIVISION 

Technicians  make  up  an  increasingly  large  proportion  of  the  work 
force  in  our  expanding  economy.  It  is  the  technician  who  serves  as 
the  assistant  to  the  scientist  or  engineer.  In  order  to  do  this,  the 
technician  must  have  both  the  scientific  and  mechanical  knowledge 
to  use  electronic  and  mechanical  instruments,  laboratory  equip¬ 
ment,  and  drafting.  He  must  be  able  to  assist  the  scientist  or  engi¬ 
neer  in  making  tests,  operating  equipment  and  designing  and  build¬ 
ing  projects.  Technicians  must  not  only  have  knowledge  but  must 
be  able  to  impart  it  to  others  as  they  serve  in  a  supervisory  capacity. 

Several  technical  curriculums  are  offered  by  Beaufort  County 
Technical  Institute.  The  courses  offer  instruction  on  the  college 
level  in  specific  technical  areas  as  well  as  in  general  education. 
The  curriculums  are  normally  six  quarters  in  length,  each  quarter 
composing  twenty  to  thirty  hours  of  classroom  and  laboratory  work 
per  week.  Outside  assignments  make  additional  study  at  home  or 
in  the  library  necessary. 

The  Associate  in  Applied  Science  Degree  is  awarded  to  those  stu¬ 
dents  who  complete  the  program.  Students  who  receive  this  degree 
in  some  areas  may  transfer  to  Appalachian  State  University  as  a 
third  year  student  in  their  Bachelor  of  Technology  program.  Stu¬ 
dents  who  complete  less  than  the  entire  course  of  study  are  given 
certificates. 

Courses  may  be  transferred  to  other  institutions  only  as  those 
institutions  determine  that  the  course  is  applicable  to  their  own 
curriculum  requirements. 

TECHNICAL  CURRICULUMS 

Business  Technologies 
Accounting 

Business  Administration 
Secretarial  Science  -  Executive 
Engineering  Technologies 

Electrical  Engineering  Technology 
Public  Service  Technologies 
Police  Science  Technology 
Registered  Nursing 
Special  Technologies 

Early  Childhood  Specialist 
Library  Assistant  Technology 
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ADMISSION  REQUIREMENTS 


Prospecive  students  for  the  Associate  in  Applied  Science  degree 
must  meet  the  following  requirements: 

1.  Applicant  must  have  a  high  school  diploma  or  have  the 
equivalent. 

2.  Applicant  must  be  eighteen  years  old  or  older  or  his  high 
school  class  must  have  graduated. 

3.  Applicant  should  demonstrate  a  level  of  achievement  on  the 
placement  test/s  as  determined  by  the  Director  of  Student 
Affairs.  Some  curricula  may  require  a  specific  type  of  test 
in  addition  to  the  standard  placement  test. 

4.  Applicant  must  have  a  personal  interview  with  a  counselor  or 
the  Director  of  Student  Affairs. 

5.  Applicant  should  be  in  good  physical  and  mental  health.  All 
students  are  required  to  submit  medical  reports. 

6.  A  high  school  transcript  along  with  all  other  post-secondary 
academic  records  must  be  provided. 

7.  Students  are  required  to  attend  a  Fall  Orientation  program. 


ADMISSION  PROCEDURE 


Individuals  who  wish  to  enter  a  technical  curriculum  should: 

1.  Complete  and  return  to  the  Director  of  Student  Affairs  an 
application  form.  These  forms  can  be  obtained  by  writing  the 
Director  of  Student  Affairs. 

3.  Satisfy  all  test  requirements. 

4.  Attend  a  personal  interview. 

5.  Provide  all  medical  information  requested. 
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ACCOUNTING 

Accounting  is  an  increasingly  important  job  in  modern  business. 
Opportunities  arise  from  both  expanding  industry  and  the  necessity 
for  increased  record-keeping  in  established  businesses. 

Accountants  are  responsbile  for  a  variety  of  duties:  recording 
transactions,  rendering  periodic  reports,  maintaining  cost  records, 
making  special  reports,  completing  tax  returns  and  auditing  books. 
To  ensure  his  capabilities  in  these  areas,  the  student  is  expected 
to  meet  the  following  objectives  before  graduation  in  this  curriculum.- 

1.  Understand  the  principles  of  organization  and  management 
in  business  operations. 

2.  Understand  the  fundamentals  of  accounting  and  analysis  of 
financial  statements. 

3.  Understand  and  have  some  skill  in  effective  communications 
for  business. 

Having  completed  these  objectives,  the  graduate  may  expect  to 
be  employed  in  jobs  involving  these  positions:  accounting  clerk, 
payroll  clerk,  accounting  machine  operator,  auditor  and  cost  ac¬ 
countant. 

Requirements  for  this  curriculum  are  stated  on  page  55.  No 
additional  testing  is  necessary  for  entrance  into  this  curriculum. 
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SUGGESTED  CURRICULM  BY  QUARTERS 


Course  Title 

FIRST  QUARTER 

Hours 

Class 

Per  Week 

Lab 

Quarter 

Hours 

Credit 

ENG 

101 

Grammar 

3 

0 

3 

BUS 

102 

Typewriting  (or  Elective) 

2 

3 

3 

MAT 

110 

Business  Mathematics 

5 

0 

5 

BUS 

101 

Introduction  to  Business 

5 

0 

5 

ECO 

102 

Economics 

3 

18 

0 

3 

3 

19 

SECOND  QUARTER 


ENG 

102 

Composition 

3 

0 

3 

BUS 

120 

Accounting 

5 

2 

6 

ECO 

104 

Economics 

3 

0 

3 

BUS 

115 

Business  Law 

3 

0 

3 

BUS 

123 

Business  Finance 

3 

0 

3 

17 

2 

18 

THIRD  QUARTER 

ENG 

103 

Report  Writing 

3 

0 

3 

BUS 

124 

Business  Finance 

3 

0 

3 

BUS 

110 

Office  Machines 

2 

2 

3 

BUS 

121 

Accounting 

5 

2 

6 

BUS 

116 

Business  Law 

3 

0 

3 

16 

4 

18 

FOURTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

3 

EDP 

104 

Introduction  to  Data  Processing  Systems 

3 

2 

4 

BUS 

222 

Accounting 

5 

2 

6 

— 

— 

Elective 

6 

0 

6 

17 

4 

19 

FIFTH  QUARTER 

ENG 

206 

Business  Communication 

3 

0 

3 

Social  Science  Elective 

3 

0 

3 

BUS  223 

Accounting 

5 

2 

6 

BUS 

225 

Cost  Accounting 

3 

2 

4 

BUS 

235 

Business  Management 

3 

0 

3 

17 

4 

19 

SIXTH  QUARTER 

Social  Science  Elective 

3 

0 

3 

BUS 

229 

Taxes 

3 

2 

4 

BUS 

269 

Auditing 

3 

2 

4 

Elective 

4 

0 

4 

13  4  15 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  gram¬ 
mar.  The  approach  is  functional  with  emphasis  on  grammar,  diction,  sen¬ 
tence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  students 
in  applying  the  basic  principles  of  Englisn  grammar  in  their  day-to-day  situ¬ 
ations  in  industry  and  social  life. 

Prerequisite:  None. 


BUS  102  Typewriting  2  3  3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct 
techniques,  mastery  of  the  keyboard,  simple  business  correspondence,  tabu¬ 
lation,  and  manuscripts. 

Prerequisite:  None. 


MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to 
business  problems.  Topics  covered  include  payrolls,  price  marking,  interest 
and  discount,  commission,  taxes,  and  pertinent  uses  of  mathematics  in  the 
field  of  business. 

Prerequisite:  None. 


BUS  101  Introduction  to  Business  5  0  5 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the  struc¬ 
ture  of  the  various  types  of  business  organization,  methods  of  financing, 
internal  organization,  and  management. 

Prerequisite:  None. 

ECO  102  Economics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a  livelihood.  Included  is  a  study  of  the 
laws  of  supply  and  the  principles  bearing  upon  production,  exchange,  dis¬ 
tribution,  and  consumption  both  in  relation  to  the  individual  enterprise  and 
to  society  at  large. 

Prerequisite:  None. 


SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi¬ 
ness  and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph 
and  whole  composition. 

Prerequisite:  ENG  101. 

BUS  120  Accounting  5  2  6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the 
mechanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  reporting 
information  about  service  and  mercantile  enterprises,  to  include  practical 
application  of  the  principles  learned. 

Prerequisite:  MAT  110. 

ECO  104  Economics  3  0  3 

Greater  depth  in  principles  of  economics,  including  a  penetration  into  the 
composition  and  pricing  of  national  output,  distribution  of  income,  inter¬ 
national  trade  and  finance,  and  current  economic  problems. 

Prerequisite:  ECO  102. 
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BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamen¬ 
tals  and  principles  of  business  law,  including  contracts,  negotiable  instru¬ 
ments,  and  agencies. 

Prerequisite:  None. 

BUS  123  Business  Finance  3  0  3 

Financing  of  business  units,  as  individuals,  partnerships,  corporations,  and 
trusts.  A  detailed  study  is  made  of  short-term,  long-term,  and  consumer 
financing. 

Prerequisite:  None. 

THIRD  QUARTER 


ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organiza¬ 
tion  and  techniques  of  modern  report  writing.  Exercises  in  developing  typi¬ 
cal  reports,  using  writing  techniques  and  graphic  devices  are  completed  by 
the  students.  Practical  application  in  the  preparation  of  a  full-length  report 
is  required  of  each  student  at  the  end  of  the  term.  This  report  must  have 
to  do  with  something  in  his  chosen  curriculum. 

Prerequisite:  T-ENG  102. 

BUS  124  Business  Finance  3  0  3 

Financing,  federal,  state,  and  local  government  and  the  ensuing  effects 
upon  the  economy.  Factors  affecting  supply  of  funds,  monetary  and  credit 
policies. 

Prerequisite:  BUS  123. 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  receive 
training  in  techniques,  processes,  operation  and  application  of  the  ten-key 
adding  machines,  full  keyboard  adding  machines,  and  calculator. 

Prerequisite:  None. 

BUS  116  Business  Law  3  0  3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing, 
partnership-corporation,  mortgages,  and  property  rights. 

Prerequisite:  BUS  115. 

FOURTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speak¬ 
er’s  attitude,  improving  diction,  voice,  and  the  application  of  particular  tech¬ 
niques  of  theory  to  correct  speaking  habits  and  to  produce  effective  oral 
presentation.  Particular  attention  given  to  conducting  meetings,  conferences, 
and  interviews. 

Prerequisite:  ENG  101. 

EDP  104  Introduction  to  Data  Processing  Systems  3  2  4 

Fundamental  concepts  and  operational  principles  of  data  processing  sys¬ 
tems,  as  an  aid  in  developing  a  basic  knowledge  of  computers,  prerequisite 
to  the  detailed  study  of  particular  computer  problems.  This  course  is  a  pre¬ 
requisite  for  all  programming  courses. 

Prerequisite:  None. 

BUS  222  Accounting  5  2  6 

Thorough  treatment  of  the  field  of  general  accounting,  providing  the  neces¬ 
sary  foundation  for  specialized  studies  that  follow.  The  course  includes, 
among  other  aspects,  the  balance  sheet,  income  and  surplus  statements, 
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fundamental  processes  of  recording,  cash  and  temporary  investments,  and 
analysis  of  working  capital. 

Prerequisite:  BUS  121. 


FIFTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Emphasis 
is  placed  on  writing  action — getting  sales  letters,  and  prospectuses.  Busi¬ 
ness  reports,  summaries  of  business  conferences,  letters  involving  credit, 
collections,  adjustments,  complaints,  orders,  acknowledgments,  remittances, 
and  inquiry. 

Prerequisite:  ENG  102. 

BUS  223  Accounting  5  2  6 

Additional  study  of  intermediate  accounting  with  emphasis  on  investments, 
plant  and  equipment,  intangible  assets  and  deferred  charges,  long-term 
liabilities,  paid-in  capital,  retained  earnings,  and  special  analytical  processes. 

Prerequisite:  BUS  222. 

BUS  225  Cost  Accounting  3  2  4 

Nature  and  purposes  of  cost  accounting;  accounting  for  direct  labor,  ma¬ 
terials,  and  factory  burden;  job  cost,  and  standard  cost  principles  and  pro¬ 
cedures;  selling  and  distribution  costs;  budgets,  and  executive  use  of  cost 
figures. 

Prerequisite:  BUS  121. 

BUS  235  Business  Management  3  0  3 

Principles  of  business  management  including  overview  of  major  functions 
of  management,  such  as  planning,  staffing,  controlling,  directing,  and  fi¬ 
nancing.  Clarification  of  the  decision-making  function  versus  the  operating 
function.  Role  of  management  in  business— qualifications  and  requirements. 

Prerequisite:  None. 


SIXTH  QUARTER 


BUS  229  Taxes  3  2  4 

Application  of  federal  and  state  taxes  to  various  businesses  and  business 
conditions.  A  study  of  the  following  taxes:  income,  payroll,  intangible,  capital 
gain,  sales  and  use,  excise  and  inheritance. 

Prerequisite:  BUS  121. 

BUS  269  Auditing  3  2  4 

Principles  of  conducting  audits  and  investigations;  setting  up  accounts 
based  upon  audits;  collecting  data  on  working  papers;  arranging  and  sys- 
temizing  the  audit,  and  writing  the  audit  report.  Emphasis  placed  on  de¬ 
tailed  audits,  internal  auditing,  and  internal  control. 

Prerequisite:  BUS  223. 


ELECTIVES 

BUS  219  Credit  Procedures  and  Problems  3  0  3 

Principles  and  practices  in  the  extension  of  credit;  collection  procedures; 
laws  pertaining  to  credit  extension  and  collection  are  included. 

Prerequisite:  BUS  120. 

BUS  247  Business  Insurance  3  0  3 

A  presentation  of  the  basic  principles  of  risk  insurance  and  their  applica¬ 
tion.  A  survey  of  the  various  types  of  insurance  is  included. 

Prerequisite:  None. 
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BUS  271  Office  Management  3  0  3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on 
the  role  of  office  management  including  its  functions,  office  automation, 
planning,  controlling,  organizing  and  actuating  office  problems. 

Prerequisite:  None. 

BUS  272  Principles  of  Supervision  3  0  3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his 
relationship  to  superiors,  subordinates,  and  associates.  Emphasis  on  se¬ 
curing  an  effective  work  force  and  the  role  of  the  supervisor. 

Prerequisite:  None. 

BUS  233  Personnel  Management  3  0  3 

Principles  of  organization  and  management  of  personnel,  procurement,  place¬ 
ment,  training,  performance  checking,  supervision,  remuneration,  labor 
relations,  fringe  benefits  and  security. 

Prerequisite:  None. 

BUS  227  Advanced  Accounting  3  2  4 

Advanced  accounting  theory  and  principles  as  applied  to  special  accounting 
problems,  bankruptcy  proceedings,  estates  and  trusts,  consolidation  of  state¬ 
ments,  parent,  and  subsidiary  accounting. 

Prerequisite:  BUS  223. 

BUS  217  Business  Law  3  0  3 

A  study  of  the  powers,  policies,  methods,  and  procedures  used  by  the  vari¬ 
ous  federal,  state  and  local  administrative  agencies  in  promoting  and  regu¬ 
lating  business  enterprises.  It  includes  a  consideration  of  the  constitu¬ 
tional  and  statutory  limitations  on  these  bodies  and  judicial  review  of  ad¬ 
ministrative  action. 

Prerequisite:  BUS  116. 

BUS  2GB  Budget  and  Record  Keeping  3  0  3 

The  basic  principles,  methods,  and  procedures  for  preparation  and  operation 
of  budgets.  Special  attention  is  given  to  the  involvement  of  individual 
departments  and  the  role  they  play.  Emphasis  on  the  necessity  for  accu¬ 
rate  record  keeping  in  order  to  evaluate  the  effectiveness  of  budget  planning. 

Prerequisite:  BUS  121. 

SSC  201  Social  Science  3  0  3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of 
anthropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

SSC  202  Social  Science  3  0  3 

A  further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  SSC  201. 

PSY  20G  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings 
and  emotions  are  considered  with  particular  reference  to  on-the-job  prob¬ 
lems.  Other  topics  investigated  are:  employee  selection,  supervision,  job 
satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  personal 
and  group  dynamics  so  that  the  student  may  learn  to  apply  the  principles 
of  mental  hygiene  to  his  adjustment  problems  as  a  worker  and  a  member 
of  the  general  community. 

Prpreauisite:  None. 
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SSC  205  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institutions 
upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells  upon 
current  local,  national,  and  global  problems  viewed  in  the  light  of  our 
political  and  economic  heritage. 

Prerequisite:  None. 

POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  powers, 
procedures  and  problems. 

Prerequisite:  None. 


CATALOG  FOR  1971-1972 


65 


BUSINESS  ADMINISTRATION 

Persons  with  specialized  education  in  business  beyond  the  high 
school  level  are  those  who  best  meet  the  requirements  of  the  em¬ 
ployer  in  today’s  industry.  This  curriculum  is  designed  to  prepare 
the  student  in  many  phases  of  administrative  work.  Graduates  of 
this  program  have  met  these  objectives: 

1.  Understand  the  principles  of  organization  and  management 
in  business  operations. 

2.  Understand  our  economy  though  study  and  analysis  of  the 
role  of  production  and  marketing. 

3.  Know  specific  elements  of  accounting,  finance  and  business 
law. 

4.  Understand  and  have  some  skill  in  effective  communication 
for  business. 

5.  Know  something  about  human  relations  as  they  apply  to  suc¬ 
cessful  business  operations  in  a  rapidly  expanding  economy. 

Graduates  of  this  program  may  enter  a  variety  of  positions  from 
sales  to  office  clerk  to  manager  trainee.  Duties  will  vary  according 
to  the  position  held. 

Requirements  for  entrance  into  this  program  are  on  page  55. 
No  additional  tests  must  be  taken  for  this  curriculum. 
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SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab 

Credit 

Course  Title 

FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

BUS 

102 

Typewriting  (or  Elective) 

2 

3 

3 

MAT 

110 

Business  Mathematics 

5 

0 

5 

BUS 

101 

Introduction  to  Business 

5 

0 

5 

ECO 

102 

Economics 

3 

0 

3 

18 

3 

19 

SECOND  QUARTER 

ENG 

102 

Composition 

3 

0 

3 

BUS 

120 

Accounting 

5 

2 

6 

ECO 

104 

Economics 

3 

0 

3 

BUS 

115 

Business  Law 

3 

0 

3 

BUS 

123 

Business  Finance 

3 

0 

3 

17 

2 

18 

THIRD  QUARTER 


ENG 

103 

Report  Writing 

3 

0 

3 

BUS 

124 

Business  Finance 

3 

0 

3 

BUS 

110 

Office  Machines 

2 

2 

3 

BUS 

121 

Accounting 

5 

2 

6 

BUS 

116 

Business  Law 

3 

0 

3 

16 

4 

18 

FOURTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

3 

BUS 

232 

Sales  Development 

3 

0 

3 

EDP 

104 

Introduction  to  Data  Processing  Systems 

3 

2 

4 

BUS 

239 

Marketing 

5 

0 

5 

Elective 

3 

0 

3 

17 

2 

18 

FIFTH  QUARTER 

ENG 

206 

Business  Communication 

3 

0 

3 

Social  Science  Elective 

3 

0 

3 

BUS 

243 

Advertising 

3 

2 

4 

BUS 

235 

Business  Management 

3 

0 

3 

Elective 

3 

0 

3 

15 

2 

16 

SIXTH  QUARTER 

Social  Science  Elective 

3 

0 

3 

BUS 

229 

Taxes 

3 

2 

4 

BUS 

272 

Principles  of  Supervision 

3 

0 

3 

BUS 

271 

Office  Management 

3 

0 

3 

Elective 

6 

0 

6 

18  2 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 


ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  gram¬ 
mar.  The  approach  is  functional  with  emphasis  on  grammar,  diction,  sentence 
structure,  punctuation,  and  spelling.  Intended  to  stimulate  students  in  ap¬ 
plying  the  basic  principles  of  English  grammar  in  their  day-to-day  situations 
in  industry  and  social  life. 

Prerequisite:  None. 


BUS  102  Typewriting  2  3  3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  tech¬ 
niques,  mastery  of  the  keyboard,  simple  business  correspondence,  tabula¬ 
tion  and  manuscripts. 

Prerequisite:  None. 


MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to 
business  problems.  Topics  covered  include  payrolls,  price  marking,  inter¬ 
est  and  discount,  commission,  taxes,  and  pertinent  uses  of  mathematics 
in  the  field  of  business. 

Prerequisite:  None. 


BUS  101  Introduction  to  Business  5  0  5 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the 
structure  of  the  various  types  of  business  organization,  methods  of  financing 
internal  organization,  and  management. 

Prerequisite:  None. 

ECO  102  Economics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and  prac¬ 
tices  by  which  people  gain  a  livelihood.  Included  is  a  study  of  the  laws 
of  supply  and  demand  and  the  principles  bearing  upon  production,  exchange, 
distribution,  and  consumption  both  in  relation  to  the  individual  enterprise 
and  to  society  at  large. 

Prerequisite:  None. 


SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi¬ 
ness  and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph 
and  whole  composition. 

Prerequisite:  ENG  101. 

BUS  120  Accounting  5  2  6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the  me¬ 
chanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  reporting 
information  about  service  and  mercantile  enterprises,  to  include  practical 
application  of  the  principles  learned. 

Prerequisite:  MAT  110. 

ECO  104  Economics  3  0  3 

Greater  depth  in  principles  of  economics,  including  a  penetration  into  the 
composition  and  pricing  of  national  output,  distribution  of  income,  inter¬ 
national  trade  and  finance,  and  current  economic  problems. 

Prerequisite:  ECO  102. 
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BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamentals 
and  principles  of  business  law,  including  contracts,  negotiable  instruments, 
and  agencies. 

Prerequisite:  None. 

BUS  123  Business  Finance  3  0  3 

Financing  of  business  units,  as  individuals,  partnerships,  corporations,  and 
trusts.  A  detailed  study  is  made  of  short-term,  long-term,  and  consumer 
financing. 

Prerequisite:  None. 


THIRD  QUARTER 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organi¬ 
zation  and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports,  using  writing  techniques  and  graphic  devices  are  completed 
by  the  students.  Practical  application  in  the  preparation  of  a  full-length 
report  is  required  of  each  student  at  the  end  of  the  term.  This  report  must 
have  to  do  with  something  in  his  chosen  curriculum. 

Prerequisite:  ENG  102. 

BUS  124  Business  Finance  3  0  3 

Financing,  federal,  state  and  local  government  and  the  ensuing  effects  upon 
the  economy.  Factors  affecting  supply  funds,  monetary  and  credit  policies. 
Prerequisite:  BUS  123. 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  re¬ 
ceive  training  in  techniques,  processes,  operation  and  application  of  the 
ten-key  adding  machines,  full  keyboard  adding  machines,  and  calculator. 
Prerequisite:  None. 

BUS  121  Accounting  5  2  6 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  fed¬ 
eral  and  state  taxes.  Emphasis  is  placed  on  the  recording,  summarizing  and 
interpreting  data  for  management  control  rather  than  on  bookkeeping  skills. 
Accounting  services  are  shown  as  they  contribute  to  the  recognition  and 
solution  of  management  problems. 

Prerequisite:  BUS  120. 

BUS  116  Business  Law  3  0  3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing,  part¬ 
nership-corporation,  mortgages,  and  property  rights. 

Prerequisite:  BUS  115. 


FOURTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speak¬ 
er's  attitude,  improving  diction,  voice,  and  the  application  of  particular  tech¬ 
niques  of  theory  to  correct  speaking  habits  and  to  produce  effective  oral 
presentation.  Particular  attention  given  to  conducting  meetings,  confer¬ 
ences,  and  interviews. 

Prerequisite:  ENG  101. 

BUS  232  Sales  Development  3  0  3 

A  study  of  retail,  wholesale  and  specialty  selling.  Emphasis  is  placed  upon 
mastering  and  applying  the  fundamentals  of  selling.  Preparation  for  and 
execution  of  sales  demonstrations  required. 

Prerequisite:  None. 
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EDP  104  Introduction  to  Data  Processing  Systems  3  2  4 

Fundamental  concepts  and  operational  principles  of  data  processing  sys¬ 
tems,  as  an  aid  in  developing  a  basic  knowledge  of  computers,  prerequisite 
to  the  detailed  study  of  particular  computer  problems.  This  course  is  a  pre¬ 
requisite  for  all  programming  courses. 

Prerequisite:  None. 

BUS  239  Marketing  5  0  5 

A  general  survey  of  the  field  of  marketing,  with  a  detailed  study  of  the  func¬ 
tions,  policies,  and  institutions  involved  in  the  marketing  process. 

Prerequisite:  None. 

FIFTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Empha¬ 
sis  is  placed  on  writing  action— getting  sales  letters  and  prospectuses. 
Business  reports,  summaries  of  business  conferences,  letters  involving 
credit,  collections,  adjustments,  complaints,  orders,  acknowledgements,  re¬ 
mittances,  and  inquiry. 

Prerequisite:  ENG  102. 

BUS  143  Advertising  3  2  4 

The  role  of  advertising  in  a  free  economy  and  its  place  in  the  media  of  mass 

communications.  A  study  of  advertising  appeals;  product  and  market  re¬ 
search;  selection  of  media;  means  of  testing  effectiveness  of  advertising. 
Theory  and  practice  of  writing  advertising  copy  for  various  media. 

Prerequisite:  None. 

BUS  235  Business  Management  3  0  3 

Principles  of  business  management  including  overview  of  major  functions 
of  management,  such  as  planning,  staffing,  controlling,  directing,  and  fi¬ 
nancing.  Clarification  of  the  decision-making  function  versus  the  operating 
function.  Role  of  management  in  business— qualifications  and  requirements. 

Prerequisite:  None. 

SIXTH  QUARTER 


BUS  229  Taxes  3  2  4 

Application  of  federal  and  state  taxes  to  various  businesses  and  business 
conditions.  A  study  of  the  following  taxes:  income,  payroll,  intangible,  capi¬ 
tal  gain,  sales  and  use,  excise,  and  inheritance. 

Prerequisite:  BUS  121. 

BUS  272  Principles  of  Supervision  3  0  3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his  re¬ 
lationship  to  superiors,  subordinates,  and  associates.  Emphasis  on  securing 
an  effective  work  force  and  the  role  of  the  supervisor.  Methods  of  super¬ 
vision  are  stressed. 

Prerequisite:  None. 

BUS  271  Office  Management  3  0  3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on  the 
role  of  office  management  including  its  function,  office  automation,  plan¬ 
ning,  controlling,  organizing  and  actuating  office  problems. 

Prerequisite:  None. 

ELECTIVES 


BUS  247  Business  Insurance  3  0  3 

A  presentation  of  the  basic  principles  of  risk  insurance  and  their  applica¬ 
tion.  A  survey  of  the  various  types  of  insurance  is  included. 

Prerequisite:  None. 
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BUS  219  Credit  Procedures  and  Problems  3  0  3 

Principles  and  practices  in  the  extension  of  credit;  collection  procedure; 
laws  pertaining  to  credit  extension  and  collection  are  included. 

Prerequisite:  BUS  120. 

BUS  255  Interpreting  Accounting  Records  3  0  3 

Designed  to  aid  the  student  in  developing  a  “use  understanding”  of  ac¬ 
counting  records,  reports  and  financial  statements.  Interpretation,  analysis, 
and  utilization  of  accounting  statements. 

Prerequisite:  BUS  121. 

BUS  233  Personnel  Management  3  0  3 

Principles  of  organization  and  management  of  personnel,  procurement,  place¬ 
ment,  training,  performance  checking,  supervision,  remuneration,  labor 
relations,  fringe  benefits  and  security. 

Prerequisite:  None. 

BUS  245  Retailing  3  0  3 

A  study  of  the  role  of  retailing  in  the  economy  including  development  of 
present  retail  structure,  functions  performed,  principles  governing  effective 
operation  and  managerial  problems  resulting  from  current  economic  and  so¬ 
cial  trends. 

Prerequisite:  None. 

BUS  237  Wholesaling  3  0  3 

The  development  of  wholesaling;  present  day  trends  in  the  United  States. 
A  study  of  the  functions  of  wholesaling. 

Prerequisite:  None. 

BUS  266  Budget  and  Record  Keeping  3  0  3 

The  basic  principles,  methods,  and  procedures  for  preparation  and  operation 
of  budgets.  Special  attention  is  given  to  the  involvement  of  individual  de¬ 
partments  and  the  role  they  play.  Emphasis  on  the  necessity  for  accurate 
record  keeping  in  order  to  evaluate  the  effectiveness  of  budget  planning. 

Prerequisite:  BUS  121. 

BUS  217  Business  Law  3  0  3 

A  study  of  the  powers,  policies,  methods,  and  procedures  used  by  the  various 
federal,  state  and  local  administrative  agencies  in  promoting  and  regulating 
business  enterprises.  It  includes  a  consideration  of  the  constitutional  and 
statutory  limitations  on  these  bodies  and  judicial  review  of  administrative 
action. 

Prerequisite:  BUS  116. 

SSC  201  Social  Science  3  0  3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of  an¬ 
thropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

SSC  202  Social  Science  3  0  3 

A  further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  SSC  201 

PSY  206  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings 
and  emotions  are  considered  with  particular  reference  to  on-the-job  prob¬ 
lems.  Other  topics  investigated  are:  employee  selection,  supervision,  job  sat¬ 
isfaction,  and  industrial  conflicts.  Attention  is  also  given  to  personal  and 
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group  dynamics  so  that  the  student  may  learn  to  apply  the  principles  of 
mental  hygiene  to  his  adjustment  problems  as  a  worker  and  a  member  of 
the  general  community. 

Prerequisite:  None. 

SSC  205  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institutions 
upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells  upon 
current  local,  national,  and  global  problems  viewed  in  the  light  of  our 
political  and  economic  heritage. 

Prerequisite:  None. 

POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  powers, 
procedures  and  problems. 

Prerequisite:  None 
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SECRETARIAL  SCIENCE-EXECUTIVE 

The  demand  for  better  qualified  secretaries  is  becoming  more 
acute.  Individuals  entering  this  curriculum  will  receive  general 
secretarial  training  which  will  allow  them  to  successfully  adapt  to 
a  particular  position  after  graduation. 

Secretarial  skills  taught  in  this  course  are  typing,  dictation,  trans¬ 
cription,  and  terminology.  Supplementary  courses  deal  with  mathe¬ 
matics,  accounting,  business  law  and  personality  development. 

Graduates  of  this  program  may  enter  the  work  force  as  stenog¬ 
raphers,  general  secretaries  or  executive  secretaries.  Positions  will 
depend  upon  the  size  of  the  company  by  which  the  secretary  is  em¬ 
ployed. 

Admission  requirements  are  listed  on  page  55.  No  additional 
test  requirements  are  made  for  those  entering  this  curriculum. 
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SUGGESTED  CURRICULUM  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 


ENG  101  Grammar 
BUS  102  Typewriting  (or  Elective) 
MAT  110  Business  Mathematics 
BUS  101  Introduction  to  Business 
BUS  106  Shorthand  (or  Elective) 


3  0  3 

2  3  3 

5  0  5 

5  0  5 

3  2  4 


18  5  20 


SECOND  QUARTER 


ENG  102  Composition 

BUS  103  Typewriting  (or  Elective) 

BUS  107  Shorthand 

BUS  120  Accounting 

BUS  115  Business  Law 


3  0  3 

2  3  3 

3  2  4 

5  2  6 

3  0  3 


16  7  19 


THIRD  QUARTER 


ENG  103  Report  Writing 
BUS  104  Typewriting 
BUS  108  Shorthand 
BUS  110  Office  Machines 
BUS  112  Filing 


3  0  3 

2  3  3 

3  2  4 

2  2  3 

3  0  3 


13  7  16 


FOURTH  QUARTER 


ENG  204  Oral  Communication  3  0 

BUS  206E  Dictation  and  Transcription  (Executive)  3  2 

BUS  205  Advanced  Typewriting  2  3 

BUS  211  Office  Machines  2  2 

EDP  104  Introduction  to  Data  Processing  Systems  3  2 


3 

4 
3 

3 

4 


13  9  17 


FIFTH  QUARTER 


ENG  206  Business  Communication  3 

BUS  207E  Dictation  and  Transcription  (Executive)  3 
BUS  214  Secretarial  Procedures  3 

Social  Science  Elective  3 

Elective  6 


0 

2 

2 

0 

0 


3 

4 
4 
3 
6 


18  4  20 


SIXTH  QUARTER 


_  Social  Science  Elective  3 

BUS  208E  Dictation  and  Transcription  (Executive)  3 

BUS  271  Office  Management  3 

Elective  6 


0 

2 

0 

0 


3 

4 
3 
6 


15  2  16 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  gram¬ 
mar.  The  approach  is  functional  with  emphasis  on  grammar,  diction,  sen¬ 
tence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  students 
in  applying  the  basic  principles  of  English  grammar  in  their  day-to-day  situ¬ 
ations  in  industry  and  social  life. 

Prerequisite:  None. 


BUS  102  Typewriting  2  3  3 

Introduction  ot  the  touch  typewriting  system  with  emphasis  on  correct  tech¬ 
niques,  mastery  of  the  keyboard,  simple  business  correspondence,  tabula¬ 
tion,  and  manuscripts. 

Prerequisite:  None. 


MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to 
business  problems.  Topics  covered  include  payrolls,  price  marking,  inter¬ 
est  and  discount,  commission,  taxes,  and  pertinent  uses  of  mathematics 
in  the  field  of  business. 

Prerequisite:  None. 

BUS  101  Introduction  to  Business  5  0  5 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the 
structure  of  the  various  types  of  business  organization,  methods  of  financing, 
internal  organization,  and  management. 

Prerequisite:  None. 


BUS  106  SHORTHAND  3  2  4 

A  beginning  course  in  the  theory  and  practice  of  reading  and  writing  short¬ 
hand.  Emphasis  on  phonetics,  penmanship,  word  families,  brief  forms,  and 
phrases. 

Prerequisite:  None. 


SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business 
and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph  and 
whole  composition. 

Prerequisite:  ENG  101. 

BUS  103  Typewriting  2  3  3 

Instruction  emphasizes  the  development  of  speed  and  accuracy  with  further 
mastery  of  correct  typewriting  techniques.  These  skills  and  techniques  are 
applied  in  tabulation,  manuscript,  correspondence,  and  business  forms. 

Prerequisite:  BUS  102  or  the  equivalent.  Speed  requirement,  30  words 

per  minute  for  five  minutes. 

BUS  107  Shorthand  3  2  4 

Continued  study  of  theory  with  greater  emphasis  on  dictation  and  elementary 
transcription. 

Prerequisite:  BUS  106  or  the  equivalent. 
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BUS  120  Accounting  5  2  6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the 
mechanics  of  accounting.  Collecting,  summarizing,  analyzing,  and  reporting 
information  about  service  and  mercantile  enterprises,  to  include  practical 
application  of  the  principles  learned. 

Prerequisite:  MAT  110. 

BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  funda¬ 
mentals  and  principles  of  business  law,  including  contracts,  negotiable  in¬ 
struments,  and  agencies. 

Prerequisite:  None. 


THIRD  QUARTER 


ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organi¬ 
zation  and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports,  using  writing  techniques  and  graphic  devices  are  completed 
by  the  students.  Practical  application  in  the  preparation  of  a  full-length 
report  is  required  of  each  student  at  the  end  of  the  term.  This  report  must 
have  to  do  with  something  in  his  chosen  curriculum. 

Prerequisite:  ENG  102. 

BUS  104  Typewriting  2  3  3 

Emphasis  on  production  typing  problems  and  speed  building.  Attention 
to  the  development  of  the  student’s  ability  to  function  as  an  expert  typist, 
producing  mailable  copies.  The  production  units  are  tabulation,  manuscript, 
correspondence,  and  business  forms. 

Prerequisite:  BUS  103  or  the  equivalent.  Speed  requirement,  40  words 

per  minute  for  five  minutes. 

BUS  108  Shorthand  3  2  4 

Theory  and  speed  building.  Introduction  to  office  style  dictation.  Emphasis 
on  development  of  speed  in  dictation  and  accuracy  in  transcription. 

Prerequisite:  BUS  107. 

\ 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  receive 
training  in  techniques,  processes,  operation  and  application  of  the  ten-key 
adding  machines,  full  keyboard  adding  machines,  and  calculator. 

Prerequisite:  None. 

BUS  112  Filing  3  0  3 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice  by  the 
use  of  miniature  letters,  filing  boxes  and  guides.  Alphabetic,  Triple  Check, 
Automatic,  Geographic,  Subject,  Soundex,  and  Dewey  Decimal  filing. 

Prerequisite:  None. 

FOURTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speak¬ 
er’s  attitude,  improving  diction,  voice,  and  the  application  of  particular  tech¬ 
niques  of  theory  to  correct  speaking  habits  and  to  produce  effective  oral 
presentation.  Particular  attention  given  to  conducting  meetings,  confer¬ 
ences,  and  interviews. 

Prerequisite:  ENG  101. 
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BUS  206E  Dictation  and  Transcription  3  2  4 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the  typewriter 
materials  appropriate  to  the  course  of  study,  which  includes  a  review  of  the 
theory  and  the  dictation  of  familiar  and  unfamiliar  material  at  varying  rates 
of  speed.  Minimum  dictation  rate  of  100  words  per  minute  required  for  five 
minutes  on  new  material. 

Prerequisite:  BUS  108. 

BUS  205  Advanced  Typewriting  2  3  3 

Emphasis  is  placed  on  the  development  of  individual  production  rates.  The 
student  learns  the  techniques  needed  in  planning  and  in  typing  projects  that 
closely  approximate  the  work  appropriate  to  the  field  of  study.  These  proj¬ 
ects  include  review  of  letter  forms,  methods  of  duplication,  statistical  tab¬ 
ulation,  and  the  typing  of  reports,  manuscripts,  and  legal  documents. 

Prerequisite:  BUS  104.  Speed  requirement,  50  words  per  minute  for 

five  minutes. 

BUS  211  Office  Machines  2  2  3 

Instructions  in  the  operation  of  the  bookkeeping-accounting  machines,  du¬ 
plicating  equipment,  and  the  dictating  and  transcribing  machines. 

Prerequisite:  BUS  110. 

EDP  104  Introduction  to  Data  Processing  Systems  3  2  4 

Fundamental  concepts  and  operational  principles  of  data  processing  sys¬ 
tems,  as  an  aid  in  developing  a  basic  knowledge  of  computers,  prerequisite 
to  the  detailed  study  of  particular  computer  problems.  This  course  is  a  pre¬ 
requisite  for  all  programming  courses. 

Prerequisite:  None. 


FIFTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Emphasis 
is  placed  on  writing  action— getting  sales  letters  and  prospectuses.  Busi¬ 
ness  reports,  summaries  of  business  conferences,  letters  involving  credit, 
collections,  adjustments,  complaints,  orders,  acknowledgments,  remittances, 
and  inquiry. 

Prerequisite:  ENG  102. 

BUS  207E  Dictation  and  Transcription  3  2  4 

Covering  materials  appropriate  to  the  course  of  study,  the  student  develops 
the  accuracy,  speed,  and  vocabulary  that  will  enable  her  to  meet  the  steno¬ 
graphic  requirements  of  business  and  professional  offices.  Minimum  dicta¬ 
tion  rate  of  110  words  per  minute  required  for  five  minutes  on  new  material. 
Prerequisite:  BUS  206. 

BUS  214  Secretarial  Procedures  3  2  4 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered  by  a 
secretary  during  the  work  day.  These  include  the  following:  receptionist  du¬ 
ties,  handling  the  mail,  telephone  techniques,  travel  information,  tele¬ 
grams,  office  records,  purchasing  of  supplies,  office  organization,  and  in¬ 
surance  claims. 

Prerequisite:  None. 


SIXTH  QUARTER 

BUS  208E  Dictation  and  Transcription  3  2  4 

Principally  a  speed  building  course,  covering  materials  appropriate  to  the 
course  of  study,  with  emphasis  on  speed  as  well  as  accuracy.  Minimum  dicta¬ 
tion  rate  of  120  words  per  minute  required  for  five  minutes  on  new  material. 
Prerequisite:  BUS  207. 
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BUS  271  Office  Management  3  0  3 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on 
the  role  of  office  management  including  its  functions,  office  automation, 
ning,  controlling,  organizing  and  actuating  office  problems. 

Prerequisite:  None. 


ELECTIVES 

PSY  112  Personality  Development  3  0  3 

Designed  to  help  the  student  recognize  the  importance  of  the  physical, 
intellectual,  social,  and  emotional  dimensions  of  personality.  Emphasis  is 
placed  on  grooming  and  methods  of  personality  improvement. 

Prerequisite:  None. 

BUS  183E  Terminology  and  Vocabulary  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropriate 
to  the  course  of  study,  as  it  is  used  in  business,  technical  and  professional 
offices. 

Prerequisite:  BUS  107. 

BUS  121  Accounting  5  2  6 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  fed¬ 
eral  and  state  taxes.  Emphasis  is  placed  on  the  recording,  summarizing  and 
interpreting  data  for  management  control  rather  than  on  bookkeeping  skills. 
Accounting  services  are  shown  as  they  contribute  to  the  recognition  and 
solution  of  management  problems. 

Prerequisite:  BUS  120. 

ECO  102  Economics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a  livelihood,  included  is  a  study  of  the  laws 
of  supply  and  demand  and  the  principles  bearing  upon  production,  exchange, 
distribution,  and  consumption  both  in  relation  to  the  individual  enterprise 
and  to  society  at  large. 

Prerequisite:  None. 

BUS  215E  Office  Application  6  0  6 

During  the  sixth  quarter  only,  students  are  assigned  to  work  in  a  business, 
technical,  or  professional  office  for  six  hours  per  week.  The  objective  is 
to  provide  actual  work  experience  for  secretarial  students  and  an  oppor¬ 
tunity  for  the  practical  application  of  the  skills  and  knowledge  previously 
learned,  according  to  the  course  of  study. 

Prerequisite:  BUS  214,  BUS  205,  BUS  208,  BUS  211 

ECO  108  Consumer  Economics  3  0  3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and  money 
to  get  the  most  out  of  life.  It  gives  the  student  an  opportunity  to  build  use¬ 
ful  skills  in  buying,  managing  his  finances,  increasing  his  resources,  and 
to  understand  better  the  economy  in  which  he  lives. 

Prerequisite:  None. 

BUS  116  Business  Law  3  0  3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk-bearing,  part¬ 
nership-corporation,  mortgages  and  property  rights. 

Prerequisite:  BUS  115 

SSC  201  Social  Science  3  0  3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of 
anthropology,  psychology,  history  and  sociology. 

Prerequisite:  None. 
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SSC  202  Social  Science  3  0  3 

A  further  study  of  social  sciences,  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

PSY  206  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings 
an  emotions  are  considered  with  particular  reference  to  on-the-job  problems. 
Other  topics  investigated  are:  employee  selection,  supervision,  job  satisfac¬ 
tion,  and  industrial  conflicts.  Attention  is  also  given  to  personal  and  group 
dynamics  so  that  the  student  may  learn  to  apply  the  principles  of  mental 
hygiene  to  his  adjustment  problems  as  a  worker  and  a  member  of  the  general 
community. 

Prerequisite:  None. 

SSC  205  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institutions 
upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells  upon 
current  local,  national,  and  global  problems  viewed  in  the  light  of  our  politi¬ 
cal  and  economic  heritage. 

Prerequisite:  None. 

POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  powers, 
procedures  and  problems. 

Prerequisite:  None. 
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ELECTRICAL  TECHNOLOGY  TECHNICIAN 

In  an  increasingly  mechanized  society  the  need  for  the  electrical 
technology  technician  will  continue  to  grow.  As  industry,  small 
businesses,  and  homes  add  more  machines  and  appliances,  more 
electrical  technicians  will  be  needed  to  install,  maintain,  and  repair 
such  equipment. 

The  electrical  technician  is  trained  to  work  as  a  laboratory  tech¬ 
nician,  as  an  engineering  aide  in  research,  design,  or  development, 
and  as  a  liaison  between  the  engineer  and  the  craftsman.  He  may 
also  be  employed  in  maintenance  or  sales  work. 

A  large  part  of  the  study  in  this  curriculum  is  done  in  the  lab¬ 
oratory.  Intense  practical  application  of  theory  is  one  of  the  major 
objectives  of  this  curriculum. 

Admission  requirements  for  this  curriculum  can  be  found  in  the 
introductory  material  at  the  beginning  of  this  section.  There  are 
no  additional  requirements  for  this  curriculum. 
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SUGGESTED  CURRICULUM  BY  QUARTERS 


Course  Title 

Hours 

Per  Week  i 

Quarter 

Hours 

Class 

Lab 

Credit 

FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

MAT 

101 

Technical  Mathematics 

5 

0 

5 

PHY 

101 

Physics:  Properties  of  Matter 

3 

2 

4 

DFT 

101 

Technical  Drafting 

0 

6 

2 

ELC 

101 

Fundamentals  of  Electricity 

4 

4  or  6 

6 

15 

12  or  14 

20 

SECOND  QUARTER 

ENG 

102 

Composition 

3 

0 

3 

MAT 

102 

Technical  Mathematics 

5 

0 

5 

PHY 

102 

Physics:  Work,  Energy,  Power 

3 

2 

4 

DFT 

102 

Technical  Drafting 

0 

6 

2 

ELC 

102 

Fundamentals  of  Electricity 

4 

4  or  6 

6 

15 

12  or  14 

20 

THIRD  QUARTER 

ENG 

103 

Report  Writing 

3 

0 

3 

MAT 

103 

Technical  Mathematics 

5 

0 

5 

ELN 

101 

Electronic  Instruments  &  Measurements  s  1 

4  or  6 

3 

ELN 

105 

Control  Devices 

5 

4  or  6 

7 

14 

8  or  12 

18 

FOURTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

3 

MAT 

201 

Technical  Mathematics 

5 

0 

5 

PHY 

104 

Physics:  Light  and  Sound 

3 

2 

4 

ELC 

215 

Electrical  Machines 

5 

3 

6 

16 

5 

18 

FIFTH  QUARTER 

Social  Science  Elective 

3 

0 

3 

ELC 

225 

Electrical  Controls  and  Circuits 

3 

3 

4 

ELN 

208 

Industrial  Electronics 

5 

3 

6 

Elective 

3 

11 

6 

16 

SIXTH  QUARTER 

Social  Science  Elective 

3 

0 

3 

ELC 

235 

Planning  Electrical  Installations 

3 

6 

5 

ELC 

230 

Electrical  Power  Systems 

4 

3 

5 

Elective 

3 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 

HoursPer  Week  Quarter 

Hours 

Class  Lab  Credit 

FIRST  QUARTER 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  gram¬ 
mar.  The  approach  is  functional  with  emphasis  on  grammar,  diction,  sen¬ 
tence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  students 
in  applying  the  basic  principles  of  English  grammar  in  their  day-to-day 
situations  in  industry  and  social  life. 

Prerequisite:  None. 

MAT  101  Technical  Mathematics  5  0  5 

The  real  number  system  is  developed  as  an  extension  of  natural  numbers. 
Number  systems  of  various  bases  are  introduced.  Fundamental  algebraic 
operations,  the  rectangular  coordinate  system,  as  well  as  fundamental 
trigonometric  concepts  and  operations  are  introduced.  The  application  of 
these  principles  to  practical  problems  is  stressed. 

Prerequisite:  Satisfactory  evidence  that  admission  requirements  have  been 
met. 

PHY  101  Physics:  Properties  of  Matter  3  2  4 

A  fundamental  course  covering  several  basic  principles  of  physics.  The  divi¬ 
sions  included  are  solids  and  their  characteristics,  liquids  at  rest  and  in 
motion,  gas  laws  and  applications.  Laboratory  experiments  and  specialized 
problems  dealing  with  these  topics  are  part  of  this  course. 

Prerequisite:  None. 

DFT  101  Technical  Drafting  0  6  2 

The  field  of  drafting  is  introduced  as  the  student  begins  study  of  drawing 
principles  and  practices  for  print  reading  and  describing  objects  in  the 
graphic  language.  Basic  skills  and  techniques  of  drafting  included  are: 
use  of  drafting  equipment,  lettering,  freehand  orthographic  and  pictorial 
sketching,  geometric  construction,  orthographic  instrument  drawing  of  prin¬ 
cipal  views,  and  standards  and  practices  of  dimensioning.  The  principles  of 
isometric,  oblique,  and  perspective  are  introduced. 

Prerequisite:  None. 

ELC  101  Fundamentals  of  Electricity  4  4  or  6  6 

Elementary  principles  of  electricity  including:  basic  electric  units,  Ohms  law, 
Kirchhoffs  law,  network  theorems,  magnetics,  basic  electrical  measuring 
instruments,  inductance,  capacitance,  sine  wave  analysis,  and  non-resonant 
resistive,  inductive  and  capacitive  networks. 

Prerequisite:  None. 


SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi¬ 
ness  and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph 
and  whole  composition. 

Prerequisite:  ENG  101. 

MAT  102  Technical  Mathematics  5  0  5 

A  continuation  of  T-MAT  101.  Advanced  algebraic  and  trigonometric  topics 
including  quadratics,  logarithms,  determinants,  progressions,  the  binominal 
expansion,  complex  numbers,  solution  of  oblique  triangles  and  graphs  of 
the  trigonometric  functions  are  studied  in  depth. 

Prerequisite:  MAT  101. 
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PHY  102  Physics:  Work,  Energy,  Power  3  2  4 

Major  areas  covered  in  this  course  are  work,  energy,  and  power.  Instruction 
includes  such  topics  as  statics,  forces,  center  of  gravity  and  dynamics. 
Units  of  measurement  and  their  applications  are  a  vital  part  of  this  course. 
A  practical  approach  is  used  in  teaching  students  the  use  of  essential 
mathematical  formulas. 

Prerequisites:  MAT  101,  PHY  101. 

DFT  102  Technical  Drafting  0  6  2 

The  application  of  orthographic  projection  principles  to  the  more  complex 
drafting  problems,  primary  and  secondary  auxiliary  views,  simple  and  suc¬ 
cessive  revolutions,  and  sections  and  conventions  will  be  studied.  Most 
important  is  the  introduction  of  the  graphical  analysis  of  space  problems. 
Problems  of  practical  design  elements  involving  points,  lines,  planes,  and 
a  combination  of  these  elements  shall  be  studied.  Dimensioning  practices 
for  “details”  and  "working  drawings,”  approved  by  the  American  Standards 
Association  will  also  be  included.  Introduction  is  given  to  intersections 
and  developments  of  various  types  of  geometrical  objects. 

Prerequisite:  DFT  101. 

ELC  102  Fundamentals  of  Electricity  4  4  or  6  6 

Series  and  parallel  resonant-circuit  analysis,  resonant  and  non-resonant 
transformer  analysis,  basic  diode  power  supply  analysis,  introduction  to 
non-linear  resistive  control  devices,  and  introduction  to  electromechanical 
devices. 

Prerequisite:  ELC  101. 


THIRD  QUARTER 


ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organi¬ 
zation  and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports,  using  writing  techniques  and  graphic  devices  are  completed 
by  the  students.  Practical  application  in  the  preparation  of  a  full-length 
report  is  required  of  each  student  at  the  end  of  the  term.  This  report  must 
have  to  do  with  something  in  his  chosen  curriculum. 

Prerequisite:  ENG  102. 

MAT  103  Technical  Mathematics  5  0  5 

The  fundamental  concepts  of  analytical  geometry,  differential  and  integral 
calculus  are  introduced.  Topics  included  are  graphing  techniques,  geometric 
and  algebraic  interpretation  of  the  derivative,  differentials  rate  of  change, 
the  integral  and  basic  integration  techniques.  Applications  of  these  con¬ 
cepts  to  practical  situations  are  stressed. 

Prerequisite:  MAT  102 

ELN  101  Electronic  Instruments  and  Measurements  1  4  or  6  3 

A  study  of  basic  electronic  instruments,  their  theory  of  operation,  function, 
tolerances,  and  calibration.  Both  service  and  laboratory  instruments  will  be 
studied.  Laboratory  experience  will  provide  application  of  each  type  in¬ 
strument  studied. 

Prerequisite:  ELC  102. 

ELN  105  Control  Devices  5  4  or  6  7 

A  study  in  depth  of  the  electrical  characteristics  of  vacuum  tubes  and  tran¬ 
sistors.  Basic  parameters  and  applications  of  each  type  device  to  the  three 
configurations  of  a  three  terminal  two  port  system  will  be  included. 
Prerequisite:  ELC  102. 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speaker's 
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attitude,  improving  diction,  voice,  and  the  application  of  particular  tech¬ 
niques  of  theory  to  correct  speaking  habits  and  to  produce  effective  oral 
presentation.  Particular  attention  given  to  conducting  meetings,  confer¬ 
ences,  and  interviews. 

Prerequisite:  ENG  101. 

MAT  201  Technical  Mathematics  5  0  5 

A  continuation  of  T-MAT  103.  More  advanced  concepts  of  differentiation  and 
integration  are  considered.  Included  are  graphs  and  derivatives  of  the  trigo¬ 
nometric  functions,  exponential  and  logarithmic  differentiation  and  inte¬ 
gration,  advanced  integration  techniques,  polar  equations,  parametric  equa¬ 
tions,  and  Fourier  series. 

Prerequisite:  MAT  103. 

PHY  104  Physics:  Light  and  Sound  3  2  4 

A  survey  of  the  concepts  involving  wave  motion  leads  to  a  study  of  sound, 
its  generation,  transmission  and  detection.  The  principles  of  wave  motion 
also  serve  as  an  introduction  to  a  study  of  light,  illumination  and  the  prin¬ 
ciples  involved  in  optical  instruments.  Application  is  stressed  throughout. 

Prerequisites:  MAT  101,  PHY  101. 

ELC  215  Electrical  Machines  5  3  6 

Principles  of  direct-current  generators  and  motors,  types  and  characteristics; 
alternating-current  generators,  transformers,  three-phase  motors,  synchron¬ 
ous  motors  and  single-phase  motors. 

Prerequisites:  MAT  102,  PHY  102,  ELC  102. 

FIFTH  QUARTER 

ELC  225  Electrical  Controls  and  Circuits  3  3  4 

An  introduction  to  control  systems  for  acceleration,  speed,  and  braking. 
Alternating  current  contactors  and  relays,  drum  controllers,  wye-delta  start¬ 
ers,  overload  and  overvoltage  protection  and  sensing  devices.  Typical  con¬ 
trol  systems,  motor  control,  field  control;  controls  for  air  conditioning, 
refrigeration  and  heating. 

Prerequisites:  MAT  103,  PHY  102,  ELC  215. 

ELN  208  Industrial  Electronics  5  3  6 

Electronics  as  applied  to  a  production  system;  rectification;  electronically 
controlled  rectifiers,  servomechanisms,  motors;  magnetic  amplifiers;  ultra¬ 
sonic  cleaning;  and  variable  strobe  light. 

Prerequisite:  ELN  105. 

SIXTH  QUARTER 

ELC  235  Planning  Electrical  Installations  3  6  5 

A  familiarization  with  the  National  Electrical  Code;  the  power  requirements 
and  typical  design  of  industrial  and  commercial  installations.  Design  and 
calculation  of  illumination  and  electric  heating  systems. 

Prerequisite:  ELC  225. 

ELC  230  Electrical  Power  Systems  4  3  5 

A  familiarization  with  power  plants,  switch  gear  and  circuit  breakers,  plant 
distribution,  transmission  lines  and  lightning  protection. 

Prerequisite:  ELC  225. 

ELECTIVES 

ELC  240  Electrical  Analysis  and  Maintenance  3  3  4 

An  introduction  to  troubleshooting  techniques  of  the  common  problems  of 
direct  current  and  alternating  current  machines,  transformers,  circuit  break¬ 
ers  and  regulators.  Emphasis  will  be  on  scheduling  of  maintenance,  lubri¬ 
cation;  and  principles  of  plant  maintenance. 

Prerequisites:  ELC  225,  ELN  208. 
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ELC  220  Electrical  Instrumentation  3  4  5 

Electrical  meters  and  their  movements:  indicating,  integrating,  recording; 
instrument  transformers;  and  special  metering  applications.  Care,  operation, 
calibration  and  maintenance  of  electrical  meters  and  instruments. 

Prerequisite:  ELN  101. 

ELN  235  Industrial  Instrumentation  4  6  7 

Bmad  introduction  to  use  of  industrial  electro-mechanical  and  electronic 
circuits  and  equipment.  Provides  an  understanding  of  the  methods,  tech¬ 
niques,  and  skills  required  for  installation,  service  and  operation  of  a  variety 
of  industrial  control  systems.  Analysis  of  sensing  devices  for  detecting 
changes  in  pressure,  temperature,  humidity,  sound,  light,  electricity,  the 
associated  circuitry  and  indicating  and  recording  devices. 

Prerequisites:  ELN  205,  PHY  104. 

CHM  101  Chemistry  4  2  5 

Study  of  the  physical  and  chemical  properties  of  substances,  chemical 
changes;  elements,  compounds,  gases,  chemical  combinations;  weights  and 
measurements;  theory  of  metals;  acids,  bases,  salts,  solvents,  solutions, 
and  emulsions.  In  addition,  study  of  carbohydrates;  electrochemistry, 
electrolytes,  and  electrolysis  in  their  application  of  chemistry  to  industry. 

Prerequisite:  MAT  101. 

EDP  104  Introduction  to  Electronic  Data 

Processing  Systems  3  2  4 

A  study  of  the  fundamental  concepts  and  operational  principles  of  data 
processing  system.  They  are  presented  as  an  aid  in  developing  a  basic 
knowledge  of  computers  as  a-prerequisite  to  the  detail  study  of  a  particular 
system.  This  course  also  provides  a  general  knowledge  of  computing  sys¬ 
tems  and  is  a  prerequisite  for  all  programming  courses. 

Prerequisite:  None. 

MAT  208  Calculus  and  Laplace  Transforms 

for  Electronics  5  0  5 

An  investigation  of  the  methods  of  calculus  which  are  of  the  most  direct 
use  in  the  study  of  electronic  circuits.  Introduction  to  selected  topics  from 
differential  equations  and  Laplace  transforms  and  applications  of  these 
methods  to  the  solution  of  electronic  circuit  problems. 

Prerequisite:  MAT  201.  Corequisite:  ELN  214. 

MEC  110  Fundamental  Mechanisms  2  4  4 

A  study  of  the  purpose  and  actions  of  cams,  cables,  gear  trains,  differentials, 
screws,  belts,  pulleys,  shafts,  levers,  and  other  mechanical  devices  used  to 
transmit  or  control  signals. 

Prerequisite:  PHY  102. 

ELC  250  Illumination  and  Estimating  3  3  4 

Study  of  light  sources,  luminaries,  illumination  levels  and  interior  lighting 
layouts;  roadway  lighting  and  flood-lighting  design.  Analysis  of  plans  and 
specifications  for  the  preparation  of  electrical  estimates  covering  industrial, 
commercial  and  residential  wiring  installations. 

Prerequisites:  PHY  104,  ELC  102. 

SSC  201  Social  Science  3  0  3 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of  an¬ 
thropology,  psychology,  history,  and  sociology. 

Prerequisite:  None. 

SSC  202  Social  Science  3  0  3 

A  further  study  of  social  sciences  with  emphasis  on  economics,  political 
science,  and  social  problems  as  they  relate  to  the  individual. 

Prerequisite:  SSC  201. 
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PSY  206  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the 
understanding  of  inter-personal  relations  on  the  job.  Motivation,  feelings, 
and  emotions  are  considered  with  particular  reference  to  on-the-job  prob¬ 
lems.  Other  topics  investigated  are:  employee  selection,  supervision,  job  sat¬ 
isfaction,  and  industrial  conflicts.  Attention  is  also  given  to  personal  and 
group  dynamics  so  that  the  student  may  learn  to  apply  the  principles  of 
mental  hygiene  to  his  adjustment  problems  as  a  worker  and  a  member  of  the 
general  community. 

Prerequisite:  None. 

ECO  102  Economics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a  livelihood.  Included  is  a  study  of  the  laws 
of  supply  and  demand  and  the  principles  bearing  upon  production,  exchange, 
distribution,  and  consumption  both  in  relation  to  the  individual  enterprise 
and  to  society  at  large. 

Prerequisite:  None. 

SSC  205  American  Intstitutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institutions 
upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells  upon 
current  local,  national,  and  global  problems  viewed  in  the  light  of  our 
political  and  economic  heritage. 

Prerequisite:  None. 

POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  powers, 
procedures  and  problems. 

Prerequisite:  None. 
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POLICE  SCIENCE  TECHNOLOGY 

Law  enforcement  is  an  occupational  area  which  is  receiving  a 
great  deal  of  attention.  The  demand  for  more  and  better  law  en¬ 
forcement  has  made  increased  eucational  preparation  an  essential 
qualification  for  a  person  seeking  employment  in  this  area. 

Opportunities  for  employment  vary  from  the  municipal  level  to 
the  federal  level.  Within  each  level  there  are  many  positions.  Some 
of  these  are:  law  officer,  detective,  juvenile  officer,  highway  patrol¬ 
man,  or  federal  investigator. 

Instruction  in  this  curriculum  is  both  academic  and  practical  in 
nature.  All  aspects  of  police  work  are  introduced  so  that  the  stu¬ 
dent  will  have  a  general  knowledge  of  the  work  to  be  done  in  any 
agency.  Electives  allow  the  student  to  specialize  in  an  area  in  which 
he  has  a  particular  interest. 

Admission  requirements  for  this  curriculum  are  given  on  page  55. 
There  are  no  additional  requirements  for  this  curriculum. 
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SUGGESTED  CURRICULUM  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 


ENG  101  Grammar 

MAT  115  General  Math 

PSC  101  Introduction  to  Law  Enforcement 

PSY  102  General  Psychology 

POL  102  Government— National 


3  0  3 
3  0  3 
5  0  5 
3  0  3 
3  0  3 


17  0  17 


SECOND  QUARTER 


ENG  102  Composition 
POL  103  Government— Local  and  State 
PSC  110  Criminology 
PSY  103  Adolescent  Psychology 
Elective 

PSC  115  Criminal  Law  I 


3  0  3 
3  0  3 
3  0  3 
3  0  3 
3  0  3 
3  0  3 


18  0  18 

THIRD  QUARTER 


PSC  116  Criminal  Law  II 
CHM  101  Chemistry 
PSC  111  Juvenile  Delinquency 
PSC  102  Introduction  to  Corrections 
English  Elective 


3  0  3 

4  2  5 
3  0  3 
3  0  3 
3  0  3 


16  2  17 

FOURTH  QUARTER 


PSC  220  Law  Enforcement  Administration 
PSC  210  Criminal  Investigation 
PSC  203  Forensic  Science 
Elective 
Elective 


3  0  3 

5  0  5 

2  2  3 

3  0  3 

3  0  3 


16 


17 


FIFTH  QUARTER 


SOC  201  Sociology 
PSC  225  Legal  Court  and  Procedure 
PSC  205  Criminal  Evidence  and  Procedure 
Elective 
Elective 


3  0  3 
3  0  3 
5  0  5 
3  0  3 
3  0  3 


17  0  17 


SIXTH  QUARTER 


PSC  211  Introduction  to  Criminalistics  4 

PSC  215  Civil  Law  3 

PSC  201  Traffic  Planning  &  Accident  Investigation  3 

Elective  3 

Elective  3 


3 

0 

0 

0 

0 


5 

3 

3 

3 

3 


16  3  17 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  gram¬ 
mar.  The  approach  is  functional  with  emphasis  on  grammar,  diction,  sen¬ 
tence  structure,  punctuation  and  spelling.  Intended  to  stimulate  students 
in  applying  the  basic  principles  of  English  grammar  in  their  day-to-day  situ¬ 
ations  in  industry  and  social  life. 

Prerequisite:  None. 

MAT  115  General  Math  3  0  3 

A  general  review  of  fundamental  mathematics  with  special  emphasis  on  ap¬ 
plications  peculiar  to  the  field  of  law  enforcement. 

Prerequisite:  None. 


PSC  101  Introduction  to  Law  Enforcement  5  0  5 

A  general  course  designed  to  familiarize  the  student  with  a  philosophy  and 
history  of  law  enforcement,  including  its  legal  limitations  in  a  democratic 
republic,  a  survey  of  the  primary  duties  and  responsibilities  of  the  various 
law  enforcement  agencies,  a  delineation  of  the  basic  processes  of  justice, 
an  evaluation  of  law  enforcement’s  current  position,  and  an  orientation  rela¬ 
tive  to  law  enforcement  as  a  vocation. 

Prerequisite:  None. 


PSY  102  General  Psychology  3  0  3 

A  study  of  the  various  fields  of  psychology;  the  developmental  process;  mo¬ 
tivation;  emotion;  frustration  and  adjustment;  mental  health;  attention  and 
perception;  problems  of  group  living.  Attention  is  given  to  applications  of 
these  topics  to  problems  of  study,  self-understanding  and  adjustment  to 
the  demands  of  society. 

Prerequisite:  None. 


POL  102  Government— National  3  0  3 

English  and  colonial  background,  the  articles  of  confederation  and  the 
framing  of  the  federal  constitution.  The  nature  of  the  federal  union;  state 
rights,  federal  powers,  political  parties.  The  general  organization  and  func¬ 
tioning  of  the  national  government. 

Prerequisite:  None. 


SECOND  QUARTER 

ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi¬ 
ness  and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph 
and  whole  composition. 

Prerequisite:  ENG  101. 

POL  103  Government— Local  and  State  3  0  3 

A  study  of  state  and  local  government,  state-federal  interrelationships,  the 
functions  and  prerogatives  of  the  branches.  Problems  of  administration, 
legal  procedures,  law  enforcement,  police  power,  taxation,  revenues  and 
appropriations.  Special  attention  will  be  given  to  North  Carolina. 

Prerequisite:  POL  102  or  Instructor's  Permission. 

PSC  110  Criminology  3  0  3 

The  study  primarily  concerned  with  scientific  efforts  to  understand  crime 
and  to  understand  man  in  relation  to  crime  phenomena.  It  deals  with  those 
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definitions  and  formulations  of  crime  and  criminals  upon  which  an  adap¬ 
tion  system  of  criminology  must  be  based.  It  examines  the  law  as  the  basic 
framework  within  which  social  deviations  of  a  peculiar  character  assume 
their  functions  as  criminal  acts  and  those  broad  principles  upon  which 
a  science  of  criminology  must  rest. 

Prerequisite:  None. 

PSY  103  Adolescent  Psychology  3  0  3 

A  study  of  the  nature  and  source  of  the  problems  of  adolescents  in  western 
culture;  physical,  emotional,  social,  intellectual  and  personality  development 
of  adolescents. 

Prerequisite:  T-PSY  102  or  Instructor’s  Permission. 

PSC  115  Criminal  Law  3  0  3 

Designed  to  present  a  basic  concept  of  criminal  law  and  create  an  appre¬ 
ciation  of  the  rules  under  which  one  lives  in  our  system  of  government. 

Prerequisite:  None. 


THIRD  QUARTER 


PSC  116  Criminal  Law  II  3  0  3 

A  continuation  of  T-PSC  115  Criminal  Law  I. 

Prerequisite:  T-PSC  115  Criminal  Law  I  or  Instructor’s  Permission. 

CHM  101  Chemistry  4  2  5 

Study  of  the  physical  and  chemical  properties  of  substances,  chemical 
changes;  elements,  compounds,  gases,  chemical  combinations;  weights  and 
measurements;  theory  of  metals;  acids,  bases,  salts,  solvents,  solutions,  and 
emulsions.  In  addition,  study  of  carbohydrates;  electrochemistry,  electro¬ 
lytes,  and  electrolysis  in  their  application  of  chemistry  to  law  enforcement. 

Prerequisite:  None. 

PSC  111  Juvenile  Delinquency  3  0  3 

An  analysis  of  juvenile  delinquency  as  it  relates  to  the  family,  school,  church, 
police  and  peer  group.  Etiological  factors  of  delinquency  and  rehabilitative 
methods  are  discussed. 

Prerequisite:  T-PSC  110  Criminology  or  Instructor’s  Permission. 

PSC  102  Introduction  to  Corrections  3  0  3 

Examination  of  the  total  correctional  process  from  law  enforcement  through 
the  administration  of  justice,  probation,  prisons,  and  correctional  institu¬ 
tions,  and  parole. 

Prerequisite:  None. 


FOURTH  QUARTER 

PSC  220  Law  Enforcement  Administration  3  0  3 

Introduction  to  principles  or  organization  and  administration,  discussion  of 
the  service  functions;  e.g.,  personnel  management,  police  management,  train¬ 
ing,  communications,  records,  property  maintenance  and  miscellaneous 
services. 

Prerequisite:  None. 

PSC  210  Criminal  Investigation  5  0  5 

This  course  introduces  the  student  to  fundamentals  of  investigation;  crime 
scene  search;  recording,  collection  and  preservation  of  evidence;  sources 
of  information;  interview  and  interrogation;  case  preparation  and  court  pre¬ 
sentation;  and  the  investigation  of  specific  offenses  such  as  arson,  nar¬ 
cotics,  sex,  larceny,  burglary,  robbery  and  homicide. 

Prerequisite:  None. 
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PSC  203  Forensic  Science  2  2  3 

An  introduction  to  crime  lab  technique  which  stresses  the  examination  of 
question  documents,  comparative  micrography,  polygraph  examinations, 
firearms  identification,  pathology,  toxicology,  and  fingerprint  techniques. 

Prerequisite:  CHM  101  or  Instructor’s  Permission. 

FIFTH  QUARTER 

SOC  201  Sociology  3  0  3 

An  introductory  course  in  the  principles  of  sociology.  An  attempt  to  provide 
an  understanding  of  culture,  collective  behavior,  community  life,  social 
institutions  and  social  change.  Presents  the  scientific  study  of  man’s  be¬ 
havior  in  relation  to  other  men,  the  general  laws  affecting  the  organization 
of  such  relationships  and  the  effects  of  social  life  on  human  personality 
and  behavior. 

Prerequisite:  None. 

PSC  225  Legal  Court  and  Procedure  3  0  3 

This  course  is  designed  to  provide  the  student  with  a  review  of  court  sys¬ 
tems;  procedures  from  incident  to  final  disposition;  principles  of  constitu¬ 
tional,  federal,  state  and  civil  laws  as  they  apply  to  and  affect  law  enforce¬ 
ment. 

Prerequisite:  None. 

PSC  205  Criminal  Evidence  and  Procedure  5  0  5 

Instruction  covers  the  kinds  and  degrees  of  evidence  and  the  rules  govern¬ 
ing  the  admissibility  of  evidence  in  court. 

Prerequisite:  PSC  210  or  Instructor’s  Permission. 

SIXTH  QUARTER 

PSC  211  Introduction  to  Criminalistics  4  3  5 

Continuation  of  the  study  of  criminal  investigation  including  a  general  study 
of  the  methods  and  techniques  used  in  modern  scientific  investigation  of 
crime,  with  emphasis  upon  the  practical  use  of  these  methods  by  the  stu¬ 
dents.  Laboratory  techniques  will  be  demonstrated  and  the  student  will 
participate  in  actual  use  of  the  scientific  equipment. 

Prerequisite:  None. 

PSC  215  Civil  Law  3  0  3 

Deals  with  the  characteristic  features  of  the  civil  law  of  today  in  modified 
form,  as  well  as  a  rule  of  civil  conduct,  prescribed  by  the  supreme  power 
of  a  state  commanding  what  is  right  and  prohibiting  what  is  wrong.  This 

course  is  devoted  to  the  principle  of  laws  which  are  applied  to  the  most 

common  civil  transactions. 

Prerequisite:  None. 

PSC  201  Traffic  Planning  &  Accident  Investigation  3  0  3 

A  study  which  covers  the  history  of  the  traffic  enforcement  problem  and 
gives  an  overview  of  the  problem  as  it  exists  today.  Attention  will  be  given 
to  the  3  E’s  and  legislation,  the  organization  of  the  traffic  unit,  the  respon¬ 
sibilities  to  the  traffic  function  of  the  various  units  within  the  law  en¬ 
forcement  agency,  enforcement  tactics,  evaluation  of  the  traffic  piogram 
effectiveness  and  the  allocation  of  men  and  materials. 

Prerequisite:  None. 


ELECTIVES 


PSC  140  Fingerprinting  I  2  2  3 

A  survey  of  the  use  of  fingerprinting  as  a  law  enforcement  technique.  Em¬ 
phasis  is  placed  on  collection,  filing  system,  sources  and  interpretation 
as  evidence. 

Prerequisite:  None. 
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PSC  141  Fingerprinting  il  2  2  3 

A  continuation  of  Fingerprinting  I. 

Prerequisite:  PSC  140  Fingerprinting  I. 

PSC  150  Seminar-Practicum  Law  Enforcement  3  0  3 

Experience  in  a  variety  of  law  enforcement  agencies  to  develop  broader 
concepts  concerning  law  enforcement  as  an  occupation  and  to  increase  the 
background  of  the  student  for  the  second  year’s  work.  (Arranged  by  special 
permission  after  completion  of  three  quarters.) 

PSC  230  Current  Problems  in  Law  Enforcement  3  0  3 

A  discussion  of  contemporary  law  enforcement  problems  including  drugs, 
racial  problems,  and  riot  control.  Special  research  projects  may  be  assigned. 
(Open  to  fifth  or  sixth  quarter  students  only.) 

PSC  231  Law  Enforcement  Patrol  Functions  1  4  3 

Duties  and  responsibilities  of  law  enforcement  officers  while  on  patrol.  Dis¬ 
tribution  of  forces,  communications,  safety,  emergencies  and  traffic  enforce¬ 
ment  are  observed  in  an  assigned  series  of  actual  patrols. 

(Open  to  second  year  students  only.) 

PSC  232  Firearms  2  2  3 

An  introduction  to  weapons,  types  and  classification,  and  their  safe  use  in 
law  enforcement.  Particular  emphasis  is  placed  on  when  to  use  weapons, 
their  transportation  and  storage. 

PSC  233  Defensive  Tactics  1  4  3 

An  introduction  to  the  art  of  self-defense  as  applicable  to  the  personal  pro¬ 
tection  of  the  law  enforcement  officer. 

PHO  101  Photography  I  2  2  3 

A  survey  of  the  use  of  photography  as  a  law  enforcement  technique.  Common 
photographic  materials  and  equipment  and  darkroom  procedures  are  intro¬ 
duced.  The  student  has  an  opportunity  to  photograph  simulated  crime 
scenes  and  study  the  photos  for  evidence. 

PHO  102  Photography  II  2  2  3 

A  continuation  of  PHO  101  Photography  I. 

Prerequisite:  PHO  101  Photography  I. 

SOC  104  The  Family:  A  Cross-Cultural  Survey  3  0  3 

Study  of  the  family  as  a  social  unit.  Historical  patterns  and  the  evolution 
of  family  roles  in  various  types  of  cultures  provide  opportunities  to  analyze 
and  interpret  the  influence  of  the  culture  and  the  family  in  relation  to  the 
larger  society. 

Prerequisite:  None. 

SOC  204  Police-Community  Relations  3  0  3 

The  individual  and  group  role  of  the  law  enforcement  officer  as  an  effective 
member  of  the  community.  Emphasis  is  on  the  public  relations  aspect  of 
law  enforcement.  Special  research  projects  may  be  assigned. 

HUM  101  Humanities  4  0  4 

A  course  designed  to  help  students  to  greater  appreciation  and  understand¬ 
ing  of  themselves  and  their  culture  as  a  result  of  systematic  study  of  the 
great  ideas  of  each  period  of  western  civilization  and  the  influence  on  the 
artistic,  dramatic,  literary,  and  musical  expressions  of  these  periods. 

HUM  102  Humanities  4  0  4 

A  continuation  of  Humanities  101. 

Prerequisite:  Humanities  101. 
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HUM  103  Humanities  4  0  4 

A  critical  study  in  considerable  depth  of  modern  literature,  art  and  philosophy 
and  their  relevance  to  American  life  in  our  rapidly  changing  technological 
and  nuclear  age. 

Prerequisite:  Humanities  101  and  102. 

BIO  105  General  Biology  (Botany)  2  2  3 

An  introductory  study  of  the  structure,  physiology,  reproduction  and  taxon¬ 
omy  of  green  and  non-green  plants,  and  a  survey  of  plant  genetics  and 
ecology. 

BIO  106  General  Biology  (Zoology)  2  2  3 

A  study  of  the  chief  groups  of  animals  in  evolutionary  sequence  and  a  sur¬ 
vey  of  animal  histology,  physiology,  homology,  ecology,  and  taxonomy. 
Laboratory  studies  of  typical  animal  groups. 

HEA  101  First  Aid  2  2  3 

An  examination  of  human  anatomy  with  emphasis  on  emergency  procedures, 
utilized  in  all  types  of  accidents  and  illnesses. 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organi¬ 
zation  and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports,  using  writing  techniques  and  graphic  devices  are  completed 
by  the  students.  Practical  application  in  the  preparation  of  a  full-length 
report  is  required  of  each  student  at  the  end  of  the  term.  This  report  must 
have  to  do  with  something  in  his  chosen  curriculum. 

Prerequisite:  ENG  102  Composition. 

ENG  204  Oral  Communications  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speak¬ 
er’s  attitude,  improving  diction,  voice,  and  the  application  of  particular 
techniques  of  theory  to  correct  speaking  habits  and  to  produce  effective 
oral  presentation.  Particular  attention  given  to  conducting  meetings,  confer¬ 
ences,  and  interviews. 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Em¬ 
phasis  is  placed  on  writing  action— getting  sales  letters  and  prospectuses. 
Business  reports,  summaries  of  business  conferences,  letters  involving 
credit,  collections,  adjustments,  complaints,  orders,  acknowledgments,  re¬ 
mittances,  and  inquiry. 

Prerequisite:  ENG  102. 

BUS  102  Typewriting  2  3  3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  tech¬ 
niques,  mastery  of  the  keyboard,  simple  business  correspondence,  tabula¬ 
tion,  and  manuscripts. 

Prerequisite:  None. 

BUS  103  Typewriting  2  3  3 

Instruction  emphasizes  the  development  of  speed  and  accuracy  with  fur¬ 
ther  mastery  of  correct  typewriting  techniques.  These  skills  and  techniques 
are  applied  in  tabulation,  manuscript,  correspondence,  and  business  forms. 

Prerequisite:  BUS  102  or  the  equivalent — Speed  requirement  of  30  words 

per  minute  for  five  minutes. 
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REGISTERED  NURSING 

Beaufort  County  Technical  Institute  offers  a  two-year  course  of 
study  which  leads  to  an  Associate  of  Science  Degree  in  Nursing. 
Any  person  successfully  completing  the  program  is  eligible  to  take 
the  State  Board  of  Nursing  examination  to  become  a  registered 
nurse  (R.N.)  The  course  is  open  to  men  and  women.  There  is  no 
age  limit. 

The  program  combines  general  academic  work  and  clinical  nurs¬ 
ing  courses.  With  each  nursing  course,  supervised  practice  in  the 
special  areas  covered  is  given  as  a  laboratory  situation.  Hospitals 
in  the  adjoining  counties,  as  well  as  the  local  hospital,  will  serve 
as  laboratories  for  the  program.  Supervised  work  will  also  be  done 
in  related  areas  such  as  health  departments  and  nursing  homes. 

The  program  will  last  for  two  years  or  seven  quarters.  Normally, 
the  program  will  begin  in  September,  run  through  the  following 
summer,  and  end  in  June  of  the  second  year.  Because  many  of 
the  courses  are  taught  in  sequence,  it  is  inadvisable  for  students 
to  plan  to  omit  any  quarter  and  re-enter  the  program. 

Each  quarter  will  be  composed  of  approximately  eighteen  credit 
hours  of  classroom  work.  The  course  arrangment  will  include  a 
mixture  of  general  academic  work  and  professional  courses.  A 
typical  quarter  would  include  courses  such  as  Life  Science,  Grammar, 
Dyanamics  of  Human  Behavior,  Fundamentals  of  Nursing,  and 
Human  Nutrition. 
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SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours  per 

Week 

Quarter 

Hours 

Course 

i  Title 

Class 

Lab 

Credit 

FIRST  QUARTER 

SCI 

105 

Life  Science  1 

3 

4 

5 

ENG 

101 

Grammar 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

NUT 

101 

Human  Nutrition 

3 

0 

3 

NUR 

101 

Fundamentals  of  Nursing  1 

3 

6 

5 

15 

10 

10 

SECOND  QUARTER 

SCI 

106 

Life  Science  II 

3 

4 

5 

ENG 

102 

Composition 

3 

0 

3 

SOC 

201 

Genera!  Sociology 

3 

0 

3 

NUR 

102 

Fundamentals  of  Nursing  II 

3 

9 

6 

12 

13 

17 

THIRD  QUARTER 

SCI 

107 

Life  Science  III 

3 

4 

5 

SOC 

108 

Current  Social  Problems 

3 

0 

3 

PSY 

106 

Human  Growth  and  Development 

3 

0 

3 

NUR 

103 

Maternal/Child  Health  1 

3 

9 

6 

12 

13 

17 

FOURTH  QUARTER  (Summer) 

NUR 

104 

Maternal/Child  Health  1 

4 

12 

8 

NUR 

105 

Historical,  Legal  and  Ethical 

3 

0 

3 

Aspects  of  Nursing.  Elective 

3 

0 

3 

10  12  14 


FIFTH  QUARTER 

EDP 

104 

Introduction  to  Data  Processing 

3 

0 

3 

ENG 

105 

Report  Writing 

3 

0 

3 

NUR 

201 

Nursing  in  Physical  &  Mental  Illness  1 

3 

9 

6 

HUM  101 

Humanities  1 

4 

0 

4 

13 

9 

16 

SIXTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

3 

PSY 

206 

Abnormal  Psychology 

3 

0 

3 

HUM 

101 

Humanities  II 

4 

0 

4 

NUR 

202 

Nursing  in  Physical  &  Mental  Illness  II 

3 

9 

6 

13 

9 

16 

SEVENTH  QUARTER 

NUR 

203 

Nursing  in  Physical  &  Mental  Illness  III 

3 

9 

6 

NUR 

225 

Leadership  and  Teamwork  in  Nursing 

3 

6 

5 

NUR 

227 

Nursing  Problems  Seminar 

3 

0 

3 

Elective 

3 

0 

3 
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ASSOCIATE  DEGREE  NURSING  PROGRAM 
Course  Descriptions 


Quarter 

Hours 

Lect.  Lab.  Credit 

SCI  105  Life  Science  I  3  4  5 

A  course  designed  to  provide  an  understanding  of  the  physical  and  biological 
sciences  whose  principles  form  the  foundation  of  nursing  skills.  Anatomy, 
Physiology,  Physics,  Chemistry  and  Microbiology  are  utilized  the  scientific 
principles. 

SCI  106  Life  Science  III  3  4  5 

Continues  Life  Science  I 

SCI  107  Life  Science  III  3  4  5 

Continues  Life  Science  I  and  II 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  improvement  of  self-expression  in  the  use  of 
the  English  Language.  The  approach  is  functional  with  emphasis  on  grammar, 
diction,  sentence  structure,  punctuation  and  spelling.  Intended  to  stimulate 
students  in  applying  the  basic  principles  of  English  grammar  in  their  day-to- 
day  situations  in  hospitals,  other  health  agencies  and  social  life. 
Prerequisite:  None. 

ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  technical 
composition.  Emphasis  is  on  the  sentence,  paragraph  and  whole  composition. 

Prerequisite:  ENG  101. 

ENG  105  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organization 
and  technique  of  modern  report  writing.  Exercises  in  developing  skill  in 
writing  nurses’  notes,  typical  hospital  reports  and  scientific  reports  are  com¬ 
pleted  by  the  students.  Practical  application  in  the  preparation  of  full-length 
reports  is  required  of  each  student  at  the  end  of  the  term.  This  report  must 
have  to  do  with  something  in  the  chosen  curriculum. 

Prerequisite:  ENG  102. 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communication  to  enable  the 
student  to  communicate  with  others.  Emphasis  is  placed  on  the  speaker's 
attitude,  improving  diction,  voice,  and  the  application  of  particular  techniques 
of  theory  to  correct  speaking  habits  and  to  produce  effective  oral  presentation. 
Particular  attention  given  to  conducting  meetings,  conferences,  interviews. 

Prerequisite:  ENG  101. 

PHY  102  General  Psychology  3  0  3 

A  study  of  the  various  fields  of  psychology;  the  developmental  process; 
motivation;  emotion;  frustration  and  adjustment;  mental  health;  attention  and 
perception,  problems  of  group  living.  Attention  is  given  to  applications  of 
these  topics  to  problems  of  study,  self-understanding  and  adjustments  to 
the  demands  of  society. 

Prerequisite:  none. 

PSY  106  Human  Growth  and  Development  3  0  3 

A  study  of  the  developmental  sequence  of  the  prenatal,  infant  and  early  child¬ 
hood  periods,  with  emphasis  on  developmental  influences  and  conditions 
necessary  for  optimal  development  of  individuals.  Emphasis  given  to  the 
importance  of  experiences  in  establishing  patterns  of  behavior,  attitudes, 
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interpersonal  skills,  language  usage,  and  relationship  of  early  childhood  to 
later  realization  of  potential. 

Prerequisite:  none. 

PSY  206  Abnormal  Psychology  3  0  3 

A  study  of  how  normal  patterns  of  behavior  can  deviate.  Emphasis  on  factors 
which  can  influence  abnormal  behavior — physical,  mental,  social  and  how  a 
nurse  can  utilize  this  understanding  in  coping  with  deterioration  of  old  age, 
drug  addiction,  socially  deprived  young  people,  alcoholics  and  others  with 
behavior  considered  abnormal. 

Prerequisite:  PSY  102. 

SOC  201  General  Sociology  3  0  3 

A  study  of  the  Americanculture,  changing  patterns  of  family  roles,  the  influence 
of  socio-economic  status  on  social  relationships,  factors  influencing  social 
groupings;  minority  problems;  a  look  at  the  problems  within  this  area. 
Designed  to  increase  student  sensitivity  toward  the  problems  and  conflicts 
within  the  American  social  structure. 

Prerequisite:  None. 

SOC  108  Current  Social  Problems  3  0  3 

A  study  of  the  social  problems  in  this  community  and  surrounding  counties 
designed  for  the  nursing  students  by  the  Department  of  Police  Science  to 
increase  student  sensitivity  toward  local  problems  and  conflicts. 

Prerequisite:  Soc  105 

NUT  101  Human  Nutrition  3  0  3 

Study  of  nutrients  and  how  they  are  used  by  the  body;  basic  nutritional  needs 
at  various  stages  of  life  and  how  to  plan  balanced  diets  to  meet  these  needs. 
Emphasis  is  upon  the  responsibilities  of  health  workers  in  promoting  good 
nutrition,  ways  and  means  of  supplying  basic  needs  from  area  markets,  foods 
that  are  essential  for  good  health,  cultural  and  ethnic  variations  in  the  diet. 
Prerequisite:  none. 

HUM  101  3  0  3 

A  course  designed  to  help  students  to  greater  appreciation  and  understanding 
of  themselves  and  their  culture,  as  a  result  of  systematic  study  of  the  great 
ideas  of  each  period  of  western  civilization  and  the  influence  on  the  artistic, 
dramatic,  literary  and  musical  expressions  of  these  periods. 

HUM  102  3  0  3 

A  continuation  of  Humanities  101. 

Prerequisite:  Hum  101. 

EDP  104  Introduction  to  Data  Processing  Systems  3  2  4 

A  study  of  the  fundamental  concepts  and  operational  principles  of  data 
processing  systems.  They  are  presented  as  an  aid  in  developing  a  basic 
knowledge  of  computers  and  provides  general  knowledge  of  computing  systems 
and  programming. 

Prerequisite:  none: 

NUR  101  Fundamentals  of  Nursing  I  3  6  5 

Designed  to  orient  the  student  to  the  profession  of  nursing  through  instruction 
in  the  basic  skills  of  nursing  and  an  understanding  of  nursing’s  relationship 
to  the  health  agencies  of  the  community,  including  the  hospital,  nursing 
homes,  health  department,  social  service  and  mental  health  departments. 

Prerequisite:  none. 

NUR  102  Fundamentals  of  Nursing  II  3  9  6 

A  continuation  of  instruction  and  practice  in  the  basic  skills  of  nursing. 
Prerequisite:  Nur  101 

NUR  103  Maternal  and  Child  Health  II  3  6  5 

Designed  to  orient  the  student  to  positive  health  needs  and  practices  related 
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to  the  family  in  promoting  and  maintaining  positive  physical  and  mental 
health  needs.  The  emphasis  is  on  pregnancy  and  childbirth  as  normal  process 
of  nature  and  the  role  of  the  nurse  in  meeting  the  needs  of  the  mother,  child. 
Prerequisite:  Nur  102. 

NUR  104  Maternal  and  Child  Health  II  4  12  8 

Second  half  of  Nur  103.  Community  agencies,  including  the  hospital,  are 
utilized  for  experiences  in  working  with  healthy  and  diseased  members  of  the 
maternal/child  category.  Special  nutritional  needs  of  this  period  included 
with  pharmacological  and  other  treatments  usually  included  in  treatments 
given.  Laboratory  time  is  spent  in  obstetric  and  pediatric  services  in  hospitals 
and  public  health  clinics  in  both  Nur  103  and  104. 

Prerequisite:  Nur  103. 

NUR  201  Nursing  in  Physical  &  Mental  Illness  13  9  6 

Study  of  the  most  common  physical  and  mental  health  problems  to  promote 
an  understanding  of  the  principles  involved  in  the  nursing  care  of  the  acutely 
ill.  Diet,  anatomy,  pharmacology  and  other  factors  of  therapy  included  for 
in-depth  study.  Laboratory  time  spent  in  medical  and  surgical  departments 
of  hospitals,  including  observation  in  the  Operating  Room. 

Prerequisite:  Nur  104. 

NUR  202  Nursing  in  Physical  &  Mental  Illness  II  3  9  6 

Continuation  of  NUR  201  with  emphasis  on  the  developmental  and  emotional 
changes  in  patients  with  difficult  and  complex  problems.  Emphasis  is  upon 
those  with  mental  illness  and  is  placed  on  self-direction  of  the  student  in 
administering  quality  nursing  care.  Laboratory  time  spent  in  psychiatric 
treatment  areas  of  the  mental  health  agency  of  this  community  and/or 
psychiatric  units  of  hospitals. 

Prerequisite  NUR  201. 

NUR  203  Nursing  in  Physical  &  Mental  Illness  III  3  9  6 

A  continuation  of  NUR  201  with  emphasis  on  the  emotional  changes  and 
physiological  changes  in  patients  with  chronic  illness  and/or  old  age  and 
the  nursing  adjustments  in  care  to  meet  these  changes.  Laboratory  time 
spent  in  Geriatric  units  and  chronic  illness  areas  of  hospitals  and  nursing 
homes. 

Prerequisite:  NUR  202. 

NUR  227  Nursing  Problems  Seminar  4  0  4 

Introduces  some  of  the  problems  encountered  by  the  student  while  assuming 
staff  duties  during  laboratory  time.  Reviews  legal  and  ethical  responsibilities 
and  points  out  current  trends  in  nursing  service.  Nursing  care  of  complex 
problems  in  all  areas  are  discussed  and  considered.  Students  will  be  expected 
to  pesent  problems  encountered  and  present  these  for  group  consideration. 

Prerequisite:  All  other  nursing  courses. 

ELECTIVES 

SSC  205  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic  and  political  institutions 
upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells  on 
current  local,  national  and  global  problems  viewed  in  the  light  of  our  political 
and  economic  heritage. 

Prerequisite:  none. 

HUM  103  Humanities  III  4  0  4 

A  critical  study  in  considerable  depth  of  modern  literature,  art  and  philosophy 
and  their  relevance  to  American  life  in  our  rapidly  changing  technological 
and  nuclear  age. 

Prerequisite:  HUM  101  and  102. 

PSY  112  Personality  Development  3  0  3 

Designed  to  help  the  student  recognize  the  importance  of  physical,  intel- 
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lectual,  social  and  emotional  dimensions  of  personality.  Emphasis  is  placed 
on  grooming  and  methods  of  personality  improvement. 

Prerequisite:  none. 

SOC  104  The  Family:  A  Cross-Cultural  Survey  3  0  3 

Study  of  the  family  as  a  social  unit  with  primary  focus  on  the  influence  of 
family  relationships  during  infancy  and  childhood.  Historical  patterns  and 
the  evolution  of  family  roles  in  various  types  of  cultures  provide  opportunity 
to  anaylze  and  interpret  the  influence  of  the  culture  and  the  family  in  relation 
to  the  larger  society. 

Prerequisite:  none. 
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EARLY  CHILDHOOD  SPECIALIST 

The  Early  Childhood  Specialist  is  a  person  trained  in  the  care  of 
infants  and  young  children.  This  individual  may  choose  to  work 
with  exceptional  children;  that  is,  those  children  in  rehabilitation 
clinics,  in  evaluation  clinics,  or  in  specialized  day  care  centers.  Or 
she  may  choose  to  work  as  a  kindergarten  aide  functioning  as  an 
assistant  to  the  certified  teacher.  A  third  of  many  job  choices  would 
be  to  organize  and  operate  a  private  child  care  enterprise.  The 
increasing  emphasis  on  pre-school  training  for  children  combined 
with  a  growing  number  of  working  mothers  is  causing  and  will 
continue  to  cause  a  great  demand  for  persons  trained  in  this  area. 

The  objectives  for  a  person  entering  this  curriculum  are  to  un¬ 
derstand  and  be  able  to: 

1.  meet  the  physical  and  nutritional  needs  of  preschool  children. 

2.  provide  activities  which  stimulate  intellectual,  emotional,  and 
social  growth  of  children. 

3.  guide  children  in  the  formation  of  acceptable  habits  and  atti¬ 
tudes. 

4.  assist  children  in  their  learning  to  communicate  effectively 
with  others. 

Persons  wishing  to  enter  this  curriculum  must  meet  the  admis¬ 
sions  requirements  which  are  stated  on  page  55.  There  are  no 
additional  requirements  for  this  curriculum. 


100 


BEAUFORT  COUNTY  TECHNICAL  INSTITUTE 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab 

Credit 

Course  Title 

FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

PSY 

104 

The  Dynamics  of  Human  Behavior 

3 

2 

4 

SOC 

104 

The  Family:  A  Cross-Cultural  Survey 

3 

0 

3 

EDU 

101 

Child  Growth  Development 

3 

0 

3 

SCI 

101 

General  Science 

3 

4 

5 

15 

6 

18 

SECOND  QUARTER 

ENG 

102 

Composition 

3 

0 

3 

PSY 

105 

Human  Growth  &  Development: 

Prenatal  &  Infant 

3 

0 

3 

iSOC 

105 

Families  in  the  American  Culture 

3 

0 

3 

EDU 

102 

Programming  for  Young  Children 

3 

6 

5 

NUT 

102 

Nutrition  for  Young  Children 

2 

3 

3 

14 

9 

17 

THIRD  QUARTER 

ENG 

103 

Report  Writing 

3 

0 

3 

PSY 

106 

Human  Growth  &  Development: 

Early  Childhood 

3 

0 

3 

SOC 

106 

The  Family  in  the  Community 

3 

0 

3 

EDU 

103 

Working  with  Young  Children 

3 

9 

6 

HEA 

101 

Personal  Hygiene  and  Health 

2 

0 

2 

14 

9 

17 

FOURTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

3 

PSY 

201 

Human  Growth  &  Development: 

Middle  Childhood  &  Adolescence 

3 

0 

3 

EDU 

201 

Activities  for  Young  Children 

3 

9 

6 

SOC 

201 

The  Child  and  Community  Services 

3 

0 

3 

Elective 

3 

0 

3 

15 

9 

18 

FIFTH  QUARTER 

ENG 

206 

Business  Communications 

3 

0 

3 

PSY 

202 

Human  Growth  &  Development:  Adulthood  3 

0 

3 

EDU 

202 

Seminar-Practicum  in  Early  Childhood 

4 

12 

8 

EDU 

203 

The  Exceptional  Child 

3 

0 

3 

Social  Science  Elective 

3 

0 

3 

16  12  20 

SIXTH  QUARTER 


Social  Science  Elective  3 

Elective  3 

EDU  204  Parent  Education  3 

EDU  205  Seminar-Practicum  2 

EDU  206  Special  Problems  in  Early  Childhood  2 


0 

0 

0 

15 

0 


3 

3 

3 

7 

2 


13  15  18 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Class  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  gram¬ 
mar.  The  approach  is  functional  with  emphasis  on  grammar,  diction,  sen¬ 
tence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  students 
in  applying  the  basic  principles  of  English  grammar  in  their  day-to-day 
situations  in  industry  and  social  life. 

Prerequisite:  None. 


PSY  104  The  Dynamics  of  Human  Behavior  3  2  4 

Study  of  human  behavior,  with  emphasis  on  developmental  aspects,  motiva¬ 
tions,  common  behavioral  patterns,  and  the  role  of  defense  mechanisms  in 
human  behavior.  Laboratory  experiences  will  demonstrate  a  variety  of 
theories  related  to  human  behavior. 

Prerequisite:  None. 

SOC  104  The  Family:  A  Cross-Cultural  Survey  3  0  3 

Study  of  the  family  as  a  social  unit,  with  primary  focus  on  the  influences 
of  family  relationships  during  infancy  and  childhood.  Historical  patterns 
and  the  evolution  of  family  roles  in  various  types  of  cultures  provide  oppor¬ 
tunities  to  analyze  and  interpret  the  influence  of  the  culture  and  the  family 
in  relation  to  the  larger  society. 

Prerequisite:  None. 

EDU  101  Child  Growth  and  Development  3  0  3 

Study  of  early  growth  and  development,  with  emphasis  on  the  principles  and 
techniques  for  promoting  the  physical  and  mental  health  of  the  young 
child. 

Prerequisite:  None. 

SCI  101  General  Science  3  4  5 

Study  of  basic  concepts  from  biological,  physical,  and  natural  sciences. 
Laboratory  experiences  provide  opportunities  to  develop  projects  for  dem¬ 
onstrating  simple  science  concepts  to  young  children,  utilizing  materials 
from  nature  and  simple  equipment.  Each  student  will  develop  a  series  of 
projects  appropriate  for  a  specific  level  of  development. 

Prerequisite:  None. 


SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi¬ 
ness  and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph 
and  whole  composition. 

Prerequisite:  ENG  101. 

PSY  105  Human  Growth  and  Development: 

Prenatal  and  Infant  3  0  3 

A  detailed  study  of  the  development  sequence  of  the  prenatal  and  infant 
periods,  with  emphasis  on  developmental  influences  and  conditions  neces¬ 
sary  for  optimal  development  of  individuals. 

Prerequisite:  PSY  104. 
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SOC  105  Families  in  the  American  Culture  3  0  3 

Study  of  the  family  in  the  American  culture,  changing  patterns  in  family 
roles,  the  influence  of  socio-economic  status  on  family  relationships,  factors 
associated  with  cultural  deprivation,  and  the  effects  on  children  in  such 
families. 

Prerequisite:  SOC  104. 

EDU  102  Programming  for  Young  Children  3  6  5 

Study  of  principles  and  practices  of  early  childhood  education:  the  types 
of  experiences,  facilities,  and  media  which  will  promote  optimal  development 
of  each  child.  Guidelines  for  identifying,  planning,  organizing,  and  imple¬ 
menting  appropriate  programs  for  various  levels  of  development  are  derived 
through  group  discussion  and  individual  projects.  Laboratory  experience 
provides  opportunities  to  participate  in  planning  activities,  in  selecting 
equipment  and  materials,  in  defining  the  adult  role,  and  in  developing 
techniques  for  managing  children  in  a  group  situation. 

Prerequisite:  EDU  101. 

NUT  102  Nutrition  for  Young  Children  2  3  3 

Study  of  basic  nutrition,  with  emphasis  on  (1)  methods  of  helping  young 
children  and  their  families  learn  nutritional  concepts  and  (2)  planning 
balanced  diets  for  preschool  children. 

Prerequisite:  None. 


THIRD  QUARTER 


ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organi¬ 
zation  and  techniques  of  modern  report  writing.  Exercises  in  developing 
typical  reports,  using  writing  techniques  and  graphic  devices  are  completed 
by  the  students.  Practical  application  in  the  preparation  of  a  full-length 
report  is  required  of  each  student  at  the  end  of  the  term.  This  report  must 
have  to  do  with  something  in  his  chosen  curriculum. 

Prerequisite:  ENG  102. 

PSY  106  Human  Growth  and  Development: 

Early  Childhood  3  0  3 

A  detailed  study  of  the  developmental  sequence  during  the  preschool  period, 
ages  2  to  6.  Emphasis  is  given  to  factors  influencing  development;  the  im¬ 
portance  of  experiences  in  establishing  patterns  of  behavior,  attitudes,  inter¬ 
personal  skills;  language  usage;  and  the  relationship  of  early  childhood 
to  later  realization  of  potential. 

Prerequisite:  PSY  105. 

SOC  106  The  Family  in  the  Community  3  0  3 

Study  of  community  agencies  concerned  with  physical  and  mental  health  in 
families,  socio-economic  problems,  and  education  for  child-rearing. 

Prerequisite:  SOC  105. 

EDU  103  Working  with  Young  Children  3  9  6 

Case  presentations,  films,  observations,  and  group  discussions  are  utilized 
to  study  characteristic  behaviors  of  each  level  of  development  and  to  de¬ 
rive  guidelines  for  promoting  desirable  behaviors  and  for  coping  with  un¬ 
desirable  behaviors.  Laboratory  experiences  will  provide  opportunities  to 
develop  observation  skills,  effective  techniques,  and  beginning  skill  in 
adapting  activities  to  the  needs  of  individual  children.  Through  coordina¬ 
tion  with  T-PSY  106,  theories  from  behavioral  science  are  identified  as  the 
foundation  of  techniques  for  working  with  young  children. 

Prerequisite:  EDU  102. 
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HEA  101  Personal  Hygiene  and  Health  2  0  2 

Study  of  influences  on  physical  and  mental  health,  individual  practices 
which  aid  in  maintaining  good  physical  and  mental  health  throughout  the 
life  span,  and  responsibilities  of  those  working  with  young  children  to  main¬ 
tain  personal  health  and  to  serve  as  models  for  health  practices. 
Prerequisite:  None. 

FOURTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speak¬ 
er’s  attitude,  improving  diction,  voice,  and  the  application  of  particular  tech¬ 
niques  of  theory  to  correct  speaking  habits  and  to  produce  effective  oral 
presentation.  Particular  attention  given  to  conducting  meetings,  confer¬ 
ences  and  interviews. 

Prerequisite:  ENG  101. 

PSY  201  Human  Growth  and  Development: 

Middle  Childhood  and  Adolescence  3  0  3 

A  detailed  study  of  the  developmental  sequence  during  middle  childhood  and 
adolescence;  emphasis  is  given  to  environmental  and  social  factors  which 
influence  developmental  rates,  formulation  of  behavior  patterns,  and  estab¬ 
lishment  of  value  systems  and  interests. 

Prerequisite:  PSY  106. 

EDU  201  Activities  for  Young  Children  3  9  6 

Individual  and  group  exploration  of  activities  and  media  for  promoting 
optimal  overall  development  of  children,  with  special  emphasis  on  music, 
art,  science,  and  oral  language  development.  Laboratory  experiences  provide 
opportunities  to  plan  and  implement  a  program  which  demonstrates  the 
adaptability  of  specified  activities  and  media  to  a  variety  of  age  levels. 

Prerequisite:  EDU  103. 

SOC  201  The  Child  and  Community  Services  3  0  3 

Study  of  the  types  of  facilities  needed  by  a  community  concerned  with  the 
well-being  of  its  children.  Analysis  of  child  needs  which  can  be  met  through 
community  planning,  with  identification  of  local,  state,  and  national 
resources. 

Prerequisite:  SOC  106. 

FIFTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Empha¬ 
sis  is  placed  on  writing  action— getting  sales  letters  and  prospectuses. 
Business  reports,  summaries  of  business  conferences,  letters  involving 
credit,  collections,  adjustments,  complaints,  orders,  acknowledgments,  re¬ 
mittances,  and  inquiry. 

Prerequisite:  ENG  102. 

PSY  202  Human  Growth  and  Development:  Adulthood  3  0  3 

A  study  of  adulthood  in  terms  of  developmental  tasks,  life  problems,  crises, 
adjustment  mechanisms,  and  problems  related  to  intellectual,  emotional, 
and  social  aspects  of  the  individual  in  relation  to  others  and  to  society. 

Prerequisite:  PSY  201. 

EDU  202  Seminar-Practicum  in  Early  Childhood  4  12  8 

Experience  in  a  variety  of  child  care  settings  to  develop  further  skill  in 
working  with  young  children  in  assisting  with  programming  activities,  and 
in  adapting  to  the  needs  of  individual  children.  Analysis  of  individual 
problems  encountered  in  working  with  specific  age  groups. 

Prerequisite:  EDU  201. 

EDU  203  The  Exceptional  Child  3  0  3 

Study  of  children  with  developmental  variations  requiring  modification  in 
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activities.  Consideration  is  given  to  recognition  of  problems,  community 
resources,  and  appropriate  activities  for  the  child  with  exceptional  devia¬ 
tions  in  personality  or  physical  development. 

Prerequisites:  EDU  201  and  SOC  201. 

SIXTH  QUARTER 

EDU  204  Parent  Education  3  0  3 

Study  of  ways  parents  can  be  involved  in  the  child  development  center,  of 
the  purposes  and  value  of  home  visitation,  and  of  techniques  for  reporting 
child  progress  to  parents.  The  role  of  the  early  childhood  specialist  in  aid¬ 
ing  parents  in  guidance  of  the  child’s  development  is  emphasized.  Each 
student  will  develop  a  series  of  programs  appropriate  for  presentation  to 
the  parents  of  preschool  children. 

Prerequisites:  SOC  106  and  PSY  202. 

EDU  205  Seminar-Practicum  2  15  7 

Seminar  on  child  development  problems.  Continued  experience  in  a  variety 
of  child  care  facilities. 

Prerequisite:  EDU  202. 

EDU  207  Special  Problems  in  Early  Childhood  2  0  2 

Directed  study  of  a  specialized  area  of  early  childhood,  appropriate  to  the 
individual  career  interests  of  students. 

Prerequisites:  EDU  202  and  EDU  203. 

ELECTIVES 

ECO  102  Economics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and 
practices  by  which  people  gain  a  livelihood.  Included  is  a  study  of  the  laws 
of  supply  and  demand  and  the  principles  bearing  upon  production,  exchange, 
distribution,  and  consumption  both  in  relation  to  the  individual  enterprise 
and  to  society  at  large. 

Prerequisite:  None. 

SSC  205  American  Institutions  3  0  3 

A  study  of  the  effect  of  American  social,  economic,  and  political  institu¬ 
tions  upon  the  individual  as  a  citizen  and  as  a  worker.  The  course  dwells 
upon  current  local,  national,  and  global  problems  viewed  in  the  light  of 
our  political  and  economic  heritage. 

Prerequisite:  None. 

POL  201  United  States  Government  3  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  power, 
procedures,  and  problems. 

Prerequisite:  None. 

SOC  207  Rural  Society  3  0  3 

A  study  of  selected  elements  of  rural  sociology  with  emphasis  on  current 
social  changes.  The  course  provides  a  sociological  background  for  the 
understanding  of  rural  social  changes.  Areas  of  study  include  rural  cul¬ 
ture,  group  relationships,  social  classes,  rural  and  suburban  communities, 
farm  organizations,  the  communication  of  agricultural  technology,  rural  so¬ 
cial  problems,  agricultural  adjustment  and  population  change. 

Prerequisite:  None. 

ISC  201  Industrial  Organization  and  Management  3  0  3 

Organizational  structure  for  industrial  management;  operational  and  finan¬ 
cial  activities,  including  accounting,  budgeting,  banking,  credit  and  indus¬ 
trial  risk,  forecasting  of  markets,  selection  and  layout  of  physical  facilities; 
selection,  training  and  supervision  of  personnel  as  found  in  typical  indus¬ 
trial  organizations. 

Prerequisite:  None. 
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LIBRARY  ASSISTANT  TECHNOLOGY 

The  library  technical  assistant  is  a  person  trained  to  assume  the 
technical  and  clerical  responsibilities  of  all  types  of  libraries— 
schools,  hospital,  government,  and  industrial.  Under  a  librarian’s 
direction  he  performs  routine  duties  in  the  library  such  as  descrip¬ 
tive  cataloging,  filing,  interlibrary  loans,  acquisitions  work,  and 
assisting  readers.  His  work  involves  a  wide  variety  of  situations 
including  frequent  personal  contracts. 

The  curriculum  offers  both  general  education  and  basic  library 
skills  courses  to  prepare  the  student  to  enter  library  work  above 
the  clerical  status.  Both  classroom  study  and  practical  experi¬ 
ence  are  included  in  the  curriculum. 

Admission  requirements  for  this  program  may  be  found  on  page 
55.  There  are  no  additional  tests  required  for  applicants  in  this 
curriculum. 


4 


106 


BEAUFORT  COUNTY  TECHNICAL  INSTITUTE 


SUGGESTED  CURRICULUM  BY  QUARTERS 


Hours 

Per  Week 

Quarter 

Hours 

Class 

Lab 

Credit 

Course  Title 

FIRST  QUARTER 

ENG  101 

Grammar 

3 

0 

3 

MAT  110 

Business  Mathematics 

5 

0 

5 

BUS  102 

Typewriting 

2 

3 

3 

LIB  101 

Introduction  and  Orientation  to 

Library  Services 

3 

2 

4 

Science  Elective 

3 

0 

3 

16 

5 

18 

SECOND  QUARTER 

ENG  102 

Composition 

3 

0 

3 

BUS  103 

Typewriting 

2 

3 

3 

BUS  120 

Accounting 

5 

2 

6 

LIB  102 

Book  Selection  and  Order  Procedure 

3 

2 

4 

Science  Elective 

3 

0 

3 

16 

~7 

19 

THIRD  QUARTER 

ENG  103 

Report  Writing 

3 

0 

3 

BUS  104 

Typewriting 

2 

3 

3 

BUS  110 

Office  Machines 

2 

2 

3 

LIB  103 

Library  Reference 

3 

0 

3 

HUM  101 

Humanities 

4 

0 

4 

PSY  112 

Personality  Development 

3 

0 

3 

17 

5 

19 

FOURTH  QUARTER 

ENG  204 

Oral  Communication 

3 

0 

3 

EDP  104 

Introduction  to  Data  Processing 

3 

2 

4 

LIB  201 

Introduction  to  Classification 

and  Cataloging-Filing 

3 

2 

4 

HUM  102 

Humanities 

4 

0 

4 

Elective 

3 

0 

3 

16 

4 

18 

FIFTH  QUARTER 

LIB  202 

Circulation  Procedures 

3 

0 

3 

BUS  214 

Secretarial  Procedures 

3 

2 

4 

HUM  103 

Humanities 

4 

0 

4 

LIB  203 

Library  Practice 

0 

6 

3 

Elective 

3 

0 

3 

15 

8 

17 

SIXTH  QUARTER 

AUD  101 

Audio  Visual  Materials 

2 

3 

4 

LIB  204 

Library  Practice 

0 

6 

3 

POL  103 

State  and  Local  Government 

5 

0 

5 

GEO  201 

Geography 

3 

0 

3 

Elective 

3 

0 

3 
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COURSE  DESCRIPTION  BY  QUARTERS 


Course  Title 


Hours  Per  Week 
Glass  Lab 


Quarter 

Hours 

Credit 


FIRST  QUARTER 


ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  gram¬ 
mar.  The  approach  is  functional  with  emphasis  on  grammar,  diction,  sen¬ 
tence  structure,  punctuation,  and  spelling.  Intended  to  stimulate  students 
in  applying  the  basic  principles  of  English  grammar  in  their  day-to-day 
situations  in  industry  and  social  life. 


MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to 
business  problems.  Topics  covered  include  payrolls,  price  marking,  inter¬ 
est  and  discount,  commission,  taxes,  and  pertinent  uses  of  mathematics  in 
the  field  of  business. 

BUS  102  Typewriting  2  3  3 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  tech¬ 
niques,  mastery  of  the  keyboard,  simple  business  correspondence,  tabula¬ 
tion,  and  manuscripts. 


LIB  101  Introduction  to  Library  Services  3  2  4 

A  short  history  of  libraries  and  library  service  and  an  introduction  to  the 
various  types  of  libraries.  An  explanation  of  the  classification  systems,  the 
card  catalog,  the  ethics  and  processes  of  library  service. 


SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  busi¬ 
ness  and  technical  composition.  Emphasis  is  on  the  sentence,  paragraph 
and  whole  composition. 

BUS  103  Typewriting  2  3  3 

Instruction  emphasizes  the  development  of  speed  and  accuracy  with  further 
mastery  of  correct  typewriting  techniques.  These  skills  and  techniques 
are  applied  in  tabulation,  manuscript,  correspondence,  and  business  forms. 

BUS  120  Accounting 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the 
mechanics  of  accounting— collecting,  summarizing,  analyzing,  and  reporting 
information  about  service  and  mercantile  enterprises,  to  include  practical 
application  of  the  principles  learned. 

LIB  102  Book  Selection  Tools  &  Order  Procedures  3  2  4 

Principles  of  book  selection  with  emphasis  on  the  sources  of  guidance  in 
book  selection,  the  evaluation  of  these  sources  which  include  book  reviews, 
book  lists,  trade  bibliographies,  and  publishers  annotations.  The  policies 
and  practices  of  buying  books  and  techniques  of  ordering. 

THIRD  QUARTER 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organiza¬ 
tion  and  techniques  of  modern  report  writing.  Exercises  in  developing  typi¬ 
cal  reports,  using  writing  techniques  and  graphic  devices  are  completed 
by  the  students.  Practical  application  in  the  preparation  of  a  full-length  re¬ 
port  is  required  of  each  student  at  the  end  of  the  term.  This  report  must 
relate  to  the  student’s  specific  curriculum. 
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BUS  104  Typewriting  2  3  3 

Emphasis  on  production  typing  problems  and  speed  building.  Attention  to 
the  development  of  the  student’s  ability  to  function  as  an  expert  typist, 
producing  mailable  copies.  The  production  units  are  tabulation,  manuscript, 
correspondence,  and  business  forms. 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  receive 
training  in  techniques,  processes,  operation  and  application  of  the  ten-key 
adding  machines,  full  keyboard  adding  machines,  calculator,  and  duplicating 
equipment. 

LIB  103  Library  Reference  3  0  3 

Study  of  general  encyclopedias,  special  reference  books,  and  other  basic 
sources  used  in  reference  work.  Also  practice  in  preparation  of  simple  bibli¬ 
ographies,  emphasizing  correct  form. 

HUM  101  Humanities  4  0  4 

A  course  designed  to  help  students  to  greater  appreciation  and  understand¬ 
ing  of  themselves  and  their  culture  as  a  result  of  systematic  study  of  the 
great  ideas  of  each  period  of  western  civilization  and  the  influence  on  the 
artistic,  dramatic,  literary,  and  musical  expressions  of  these  periods. 

PSY  112  Personality  Development 

Designed  to  help  the  student  recognize  the  importance  of  the  physical, 
intellectual,  social,  and  emotional  dimensions  of  personality.  Emphasis  is 
placed  on  grooming  and  methods  of  personality  improvement. 

FOURTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable 
the  student  to  communicate  with  others.  Emphasis  is  placed  on  the  speak¬ 
er’s  attitude,  improving  diction,  voice,  and  the  application  of  particular  tech¬ 
niques  of  theory  to  correct  speaking  habits  and  to  produce  effective  oral 
presentation.  Particular  attention  is  given  to  conducting  meetings,  confer¬ 
ences,  and  interviews. 

EDP  104  Introduction  to  Data  Processing  Systems  3  2  4 

Fundamental  concepts  and  operational  principles  of  data  processing  sys¬ 
tems,  as  an  aid  in  developing  a  basic  knowledge  of  computers,  prerequisite 
to  the  detail  study  of  particular  computer  problems.  This  course  is  a  pre¬ 
requisite  for  all  programming  courses. 

LIB  201  Introduction  to  Classification 

and  Cataloging— Filing  3  2  4 

Introduction  to  classification  system  with  particular  emphasis  on  the  Dewey 
Decimal  classification.  The  purpose  is  to  give  an  understanding  of  classi¬ 
fication  names,  not  to  make  classifiers  of  the  students.  Study  of  the  prin¬ 
ciple  of  direct  cataloging  purposes— not  direct  cataloging,  plus  practice  in 
assigning  subject  headings. 

HUM  102  Humanities  4  0  4 

A  continuation  of  Humanities  101. 

Prerequisite:  Humanities  101. 

FIFTH  QUARTER 

LIB  202  Circulation  Procedures  3  0  3 

The  course  emphasizes  the  varied  duties  in  cm  'lation,  the  different  circu¬ 
lation  systems,  the  special  problems  connected  with  the  handling  of  extrane¬ 
ous  materials,  the  mechanical  preparation  of  books  for  the  shelves,  binding 
and  repair  of  books,  library  displays,  and  the  inventory. 
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BUS  214  Secretarial  Procedures  3  2  4 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered  by 
a  secretary  during  the  workday.  These  include  the  following:  receptionist 
duties,  handling  the  mail,  telephone  techniques,  travel  information,  tele¬ 
grams,  office  records,  purchasing  of  supplies,  office  organization  and  in¬ 
surance  claims. 

HUM  103  Humanities  4  0  4 

A  critical  study  in  considerable  depth  of  modern  literature,  art,  and  philo¬ 
sophy  and  their  relevance  to  American  life  in  our  rapidly  changing  tech- 
lological  and  nuclear  age. 

Prerequisites:  Humanities  101  and  102. 

LIB  203  Library  Practice  0  6  3 

Student  will  be  in  an  approved  library  for  six  hours  per  week  of  supervised 
learning  experiences  under  a  professional  librarian,  putting  into  practice 
the  various  skills  learned. 

Prerequisites:  LIB  101,  LIB  102,  LIB  103,  LIB  201. 

SIXTH  QUARTER 

AUD  101  Audio  Visual  Materials  2  3  4 

This  course  is  an  introduction  to  the  use  and  care  of  a  variety  of  audio¬ 
visual  aids  and  to  the  study  of  graphics.  Emphasis  on  slides,  photocopying, 
transparencies,  and  displays. 

LIB  204  Library  Practice  0  6  3 

This  is  a  continuation  of  LIB  203  Library  Practice  with  six  hours  per  week 
practice  in  the  library. 

POL  103  Satte  and  Local  Government  5  0  5 

A  study  of  state  and  local  government,  state-federal  interrelationships,  the 
functions  and  prerogatives  of  the  branches.  Problems  of  administration, 
legal  procedures,  law  enforcement,  police  power,  taxation,  revenues  and  ap¬ 
propriations.  Special  attention  will  be  given  to  North  Carolina. 

GEO  201  Geography  3  0  3 

A  study  of  the  major  geographical  regions  of  the  world— their  climates, 
natural  resources,  industries,  and  the  human  response  to  environment. 

Prerequisite:  None. 


ELECTIVES 

Electives  are  selected  according  to  the  student’s  needs  as  determined  by  the 
student  and  his  advisor.  Electives  must  be  selected  from  the  associate  degree 
curriculums. 


EDUCATION 
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GENERAL  EDUCATION 

Beaufort  County  Technical  Institute  offers  a  one  year  college 
transfer  program.  The  program,  developed  in  cooperation  with 
East  Carolina  University,  is  designed  to  provide  one  year  of  college 
instruction  at  the  freshman  level.  Course  offerings  are  selected  to 
apply  to  a  Bachelor  of  Arts  or  Bachelor  of  Science  degree. 

After  completion  of  the  program  students  may  transfer  to  any 
college  or  university  which  accepts  credits  from  East  Carolina  Uni¬ 
versity.  Transferable  credits  are  those  courses  on  which  a  grade 
of  “C”  or  better  was  achieved. 

Students  in  the  college  program  are  part  of  the  Beaufort  County 
Technical  Institute  student  body  and  are  therefore  eligible  to  par¬ 
ticipate  in  all  student  activities  on  the  campus.  Students  are  also 
entitled  to  participate  in  selected  student  activities  at  East  Carolina 
University. 


ADMISSION  REQUIREMENTS 

Students  who  wish  to  enter  the  general  education  program  must 
meet  the  following  requirements: 

1.  Applicant  must  have  a  high  school  diploma  or  the  approved 
equivalent. 

2.  Applicant  must  be  eighteen  years  old  or  older  or  his  high 
school  class  must  have  graduated. 

3.  Applicants  who  have  graduated  from  high  school  during  the 
past  three  years  must  provide  college  board  scores.  How¬ 
ever,  these  scores  are  not  used  in  selecting  students  to  be 
admitted  to  the  program. 

4.  Applicant  should  demonstrate  a  level  of  achievement  on  the 
placement  test/s  as  determined  by  the  Director  of  Student 
Affairs. 

5.  Applicant  must  have  a  personal  interview  with  a  counselor 
or  with  the  Director  of  Student  Affairs. 

6.  Applicant  may  have  to  make  up  high  school  definciencies 
while  attending  as  a  provisional  student. 

7.  A  high  school  transcript  and  any  other  post-high  school 
academic  record  must  be  provided. 

8.  Applicant  should  be  in  good  physical  and  mental  health. 

All  students  are  required  to  have  a  medical  report. 
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ADMISSION  PROCEDURE 

Individuals  who  wish  to  enter  the  General  Education  program 
should: 

1.  Complete  and  return  to  the  Director  of  Student  Affairs  an  ap- 
lication  form.  These  forms  can  be  obtained  by  writing  the 
Director  of  Student  Affairs. 

2.  Have  transcripts  of  all  previous  education  mailed  to  the 
Director  of  Student  Affairs. 

3.  Satisfy  all  test  requirements. 

4.  Attend  a  personal  interview. 

5.  Provide  any  medical  information  requested. 


SUGGESTED  CURRICULUM 

FALL  QUARTER 

English  30  5  Hours 

History  50  5  Hours 

Psychology  50  3  Hours 

Health  1  5  Hours 

WINTER  QUARTER 

Math  45  No  Credit 

English  31  5  Hours 

History  51  5  Hours 

Sociology  110  5  Hours 

SPRING  QUARTER 

Philosophy  1  3  Hours 

Math  65  5  Hours 

Political  Science  10  5  Hours 

Music  120  2  Hours 

TOTAL  48  Quarter  Hours 


INDUSTRIAL  AND 
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GENERAL  INFORMATION 

The  basic  philosophy  underlying  Beaufort  County  Technical  Insti¬ 
tute’s  occupational  extension  and  adult  education  programs  is  that 
education  is  a  lifelong  process — education  does  not  stop  with  the 
completion  of  formal  schooling  at  an  early  age,  but  continues 
throughout  life.  Rapid  changes  in  our  modern  society  have  necessi¬ 
tated  a  continuing  education  program;  the  scope  of  this  program  is 
determined  only  by  the  needs  of  the  adult  population  it  serves. 

Programs  offered  by  Beaufort  County  Technical  Institute  provide 
occupational  retarining  and  upgrading  in  vocational  and  professional 
areas;  help  raise  the  educational  level  of  adults;  and  make  available 
instruction  in  home  and  family  education  and  leisure  time  activities. 

NATURE  OF  COURSES 

The  continuing  development  of  adult  programs  is  based  upon  the 
community's  particular  and  varied  needs  in  areas  of  formal  academic 
learning,  cultural  advancement,  vocational  improvement,  and  crea¬ 
tive  personal  interest.  Accordingly,  academic  courses  range  from 
adult  literary  training  through  the  high  school  GED  and  diploma 
programs,  college  preparatory  classes,  and  advanced  professional 
courses  such  as  teacher  certificate  renewal  programs,  as  well  as 
hobby  courses  in  arts  and  crafts,  drama,  and  music. 

Adult  instruction  may  be  varied  in  length  and  setting.  Workshops, 
discussion  groups,  programmed  instruction,  lab  or  shop  practice, 
and  lecture  demonstration  reflect  the  scope  of  instruction.  Any  de¬ 
sired  course  may  be  offered  to  an  adult  group  provided  a  qualified 
instructor  is  available,  necessary  equipment  is  available,  and  suffi¬ 
cient  interest  is  shown  by  the  adult  population. 

ADMISSION  REQUIREMENTS 

Persons  who  wish  to  enter  any  General  Adult,  Extension  or  Non¬ 
curricula  course  or  the  Learning  Laboratory  must  meet  the  follow¬ 
ing  requirements: 

1.  Person  must  be  eighteen  years  of  age  or  older  or  his  high 
school  class  must  have  graduated. 

2.  In  some  instances  individual  classes  will  have  a  specific  en¬ 
trance  requirement.  In  this  case  the  requirement  will  be 
stated  in  the  class  publicity. 

CLASS  LOCATIONS 

The  institute  feels  a  definite  commitment  to  extend  its  services 
into  the  local  community,  business  and  industry.  Although  classes 
are  offered  continually  on  campus,  they  have  been  offered  on  a 
regular  basis  at  community  adult  education  centers  which  have  in- 
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eluded:  Aurora,  Belhaven,  Bath,  Pantego,  Swanquarter,  Englehard, 
Columbia,  Creswell  and  Plymouth.  Every  effort  will  be  made  to 
make  courses  easily  accessible.  Classes  may  be  offered  in  any 
geographic  area  whenever  a  sufficient  number  of  citizens  indicate 
an  interest  in  having  a  class  brought  to  a  particular  location.  In¬ 
terested  persons  or  parties  should  contact  the  (Director  of  Occu¬ 
pational  Extension)  and  or  the  (Director  of  Adult  Education). 

Six  Learning  Laboratories  are  now  open  in  the  four  county  serv¬ 
ice  area  of  Beaufort  Tech.  These  can  be  found  in  Washington,  Ply¬ 
mouth,  Mattamuskeet,  Aurora,  Creswell,  and  Columbia. 

SEMINARS  AND  CONFERENCES 

The  institute  is  host  to  a  number  of  local  and  state  groups  that 
conduct  seminars  and  conferences.  The  campus  is  ideal  for  one- 
day  or  week-long  conferences.  Lodging  facilities  and  restaurants 
are  located  nearby  for  the  out-of-town  conferee.  Special  rates  are 
available  and  can  be  arranged  by  the  Director  of  Occupational  Ex¬ 
tension.  Groups  or  agencies  are  invited  to  contact  the  director  to 
arrange  such  meetings. 

REGISTRATION 

Interested  persons  are  invited  to  request  courses  in  writing,  by 
telephone,  or  in  person.  Such  a  request  is  considered  in  determining 
when  sufficient  community  interest  has  been  displayed  to  offer  the 
course.  The  request  is  considered  as  pre-registration  for  the  desired 
course  and  insures  that  the  person  making  the  request  will  be  noti¬ 
fied  when  the  course  is  offered. 

Registration  may  be  accomplished  at  the  first  or  second  class 
meeting.  Any  deviation  from  this  requires  instructor  approval. 

FEES  AND  SUPPLIES 

A  nominal  tuition  fee  of  ten  cents  per  clock  hour  is  charged  for 
certain  courses.  When  fees  are  charged,  they  are  due  and  payable 
at  the  first  class  meeting  attended.  Course  announcements  will  con¬ 
tain  information  about  fees. 

Certain  courses  require  textbook  purchase  and  equipment  utili¬ 
zation  fees.  Necessary  materials  are  usually  available  through  the 
Institute  bookstore. 


ATTENDANCE 

C'asses  may  meet  at  any  time  convenient  for  interested  persons. 
Classes  customarily  meet  once  or  twice  weekly  on  weekday  evenings 
for  two  or  three  hours.  Adults  are  encouraged  to  maintain  regular 
class  attendance.  Seventy-five  per  cent  attendance  is  required  to 
be  eligible  for  a  certificate. 
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AWARDS 

Adult  Courses  are  normally  non-credit,  but  achievement  in  class 
may  be  recognized  by  the  awarding  of  a  certificate  by  the  Institute. 
The  certificate  will  reflect  the  course  title  and  number  of  hours 
attended.  General  requirements  for  a  certificate  are  75  per  cent 
attendance  and  achievement  of  minimum  class  objectives  as  recom¬ 
mended  by  the  instructor. 


GENERAL  ADULT  EDUCATION 


General  adult  courses  are  concerned  with  cultural  and  leisure 
time  activities,  and  enable  the  student  to  gain  information  or  ac¬ 
quire  skills  in  an  area  of  interest.  The  partial  list  below  reflects  the 
broad  areas  of  courses  available  in  this  classification.  In  addition, 
a  student  may  enroll  in  any  normally  scheduled  course  as  an  audit 
student. 


Adult  Driver’s  Education 
Art 

Ballroom  Dancing 

Bible 

Ceramics 

Crewel  Embroidery 
Decoupage 

Furniture  Refinishing 
Great  Decisions 


Horsemanship 
Interior  Decorating 
Knitting 
Literature 
Music 

Personal  Income  Tax 
Sewing 
Slimnastics 
Upholstery 


OCCUPATIONAL  EXTENSION 

Occupational  Extension  classes  are  offered  both  on  the  campus 
and  in  the  local  industrial  plants.  These  vary  in  scope  and  content, 
and  are  designed  to  enhance  employee  skills  on  the  job.  Since 
skilled  craftsmen  are  more  and  more  in  demand  in  our  technical 
world,  particular  emphasis  is  placed  on  actual  shop  training,  as 
well  as  instruction  in  related  subjects.  Some  of  the  classes  avail¬ 
able  are: 


National  Electric  Code 
Welding 

Electrical  Wiring 


Outboard  Engine  Repair 
Automotive  Transmissions 
Automotive  Air  Conditioning 
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Blueprint  Reading 
Nurses’  Aid 

Operating  Room  Technician 
Coronary  and  Intensive  Nursing  Care 
Ambulance  Attendance  Training 
Furniture  Refinishing 
Upholstery 
Diesel  Mechanics 


Firearms— Training 
Food  Service  Training 
Seafood  Processing 
Current  Trends  in  Cosmetology 
Income  Tax 

Bookkeeping  /  Accounting 

Typing 

Shorthand 


Supervisory  Development  Training  is  a  special  occupational  exten¬ 
sion  course,  developed  to  meet  the  needs  of  persons  in  business  and 
industry.  The  program  is  designed  to  upgrade  the  competency  of 
supervisory  and  mid-management  personnel  in  area  business  and 
industry.  The  courses  are  also  designed  to  train  persons  interested 
in  becoming  supervisors.  SDT  is  an  investment  in  the  future.  It 
will  pay  rich  dividends  to  those  individuals  and  organizations  who 
take  advantage  of  it. 

These  programs  are  further  designed  to  improve  and  enhance 
one’s  skill  and  competency  in  his  job,  as  well  as  his  relationship 
with  others.  Programs  can  be  tailored  to  meet  existing  needs 
and  can  be  held  on  the  campus  or  within  an  individual  plant  or 
organization.  Qualified  instructors  are  provided  without  charge  to 
the  employer. 


A  list  of  current  available  SDT  courses  follows: 


Job  Relations  Training 
Science  of  Human  Relations 
The  Art  of  Motivating  People 
Economics  in  Business  and  Industry 
Effective  Communications 
Effective  Writing 
Effective  Speaking 
Speed  Reading 
Work  Measurement 
Job  Methods 


Instructor  Training 
Creative  Thinking 
Industrial  Safety  and  Accident 
Prevention 
Industrial  First  Aid 
The  Supervisor  in  North  Carolina 
Job  Analysis  Training 
Management  Primer 
Cost  Accounting  for  Supervisors 
Supervision  in  Hospitals 


LEARNING  LABORATORIES 

Beaufort  Tech  has  seven  learning  laboratories  within  its  four- 
county  service  area.  These  are  located  in  Washington,  (two),  Aurora, 
Mattamuskeet,  Plymouth,  Creswell  and  Columbia. 

The  learning  laboratories  provide  instruction  in  many  areas  and 
at  many  levels  through  the  use  of  programmed  materials.  Many 
types  of  machines  such  as  tape  recorders,  filmstrip  machines,  and 
record  players  are  used  with  the  materials  to  make  the  learning 
process  both  easier  and  more  interesting. 
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Students  work  individually  in  materials  which  are  selected  for 
them  by  the  coordinator.  The  coordfnator  is  available  at  all  times 
to  supervise  and  assist  with  problems  encountered  in  the  materials. 

The  learning  laboratories  are  open  on  a  day  and  night  schedule 
so  that  anyone  may  find  a  convenient  time  to  study.  Schedules  for 
students  are  set  up  individually  by  students  and  the  coordinator. 

Instruction  in  the  learning  laboratories  is  free;  however,  materials 
may  not  be  taken  home  by  students. 

Enrollment  is  limited  to  those  who  are  eighteen  years  of  age  or 
older  regardless  of  the  program  to  be  studied. 

A  wide  variety  of  courses  are  offered  both  for  credit  (such  as  the 
high  school  program)  and  for  enrichment.  A  selected  list  from  the 
more  than  three  hundred  programs  available  appears  below: 


Basic  Education: 

English,  reading,  mathematics, 
grade  1~8 

High  School  Program: 

All  courses  required  by  the  High 
School  Diploma  Program  or  the 
GED 

Reading: 

Reading  Improvement, 

Speed  Reading 

Police  Science: 

Judicial  Processes  for  Agencies 

Vocabulary: 

Vocabulary  Growth:  Divide  and 
Conquer  Words 

Vocabulary  for  College 

Phonics: 

Phonics  in  A  Nutshell 

Science: 

Chemistry 

Astronomy 

Foreign  Languages: 

French 

German 


Spelling: 

Spelling  Improvement 

Grammar: 

Learn  English  the  New  Way 
Programmed  College  English 

Writing: 

Approaches  to  Writing 

Improving  Your  Written  Communi¬ 
cations 

Literature: 

American  Literature 
Poetry 

Mathematics: 

Basic  Mathematics 
Modern  Algebra 
Calculus 

Social  Studies: 

American  History 
World  Geography 

Business: 

Beginning  Bookkeeping 
Shorthand 
Computer  Language 

Nursing: 

The  Human  Body  and  Its  Function 
Medical  Terminology 
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Psychology: 

Human  Behavior 

Industry: 

The  Supervisor's  Responsibility 
in  Labor  Relations 


ADULT  HIGH  SCHOOL  DIPLOMA 

The  Adult  High  School  Diploma  program  is  an  individualized,  un¬ 
paced  educational  opportunity  designed  for  those  adults  who  have 
not  completed  their  regular  high  school  requirements.  Beaufort 
County  Technical  Institute  does  not  award  a  high  school  diploma 
but  does  cooperate  with  local  boards  of  education  in  providing  in¬ 
struction  leading  to  the  diploma,  which  is  awarded  by  the  board  of 
education.  A  cooperative  agreement  exists  with  the  Beaufort,  Hyde, 
Tyrrell,  and  Washington  County  Boards  of  Education.  Any  adult, 
eighteen  years  old  or  older,  may  enroll  in  this  program  provided  the 
high  school  class  in  which  the  student  was  enrolled,  has  graduated. 
A  transcript  of  previous  high  school  work  may  be  required. 

Standardized  tests  are  used  to  determine  functional  level  upon 
entry  in  the  program.  These  test  scores  plus  previous  high  school 
credit,  determine  requirements  which  the  student  must  meet  to 
qualify  for  the  Adult  High  School  Diploma.  Upon  completion  of  the 
course  of  study  required  of  the  student,  post-test  scores  must  meet 
the  achievement  level  set  by  the  local  Board  of  Education. 

An  adult  may  enroll  in  the  high  school  diploma  program  in  the 
Learning  Laboratory  or  in  a  classroom  setting.  There  is  no  cost  for 
this  program. 


HIGH  SCHOOL  EQUIVALENCY  (GED) 

Another  program  for  the  adult  who  has  not  completed  high 
school  is  the  High  School  Equivalency  Program.  Under  the  plan, 
individuals  may  take  a  series  of  tests  called  the  General  Educational 
Development  Tests  (GED).  Those  receiving  an  acceptable  passing 
score  of  225  points,  with  no  single  test  score  below  35,  will  be 
awarded  a  High  School  Equivalency  Certificate  by  the  Department 
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of  Public  Instruction.  This  certificate  is  generally  accepted  on  a 
basis  equal  to  a  high  school  diploma  for  employment,  promotion, 
or  further  education. 

The  GED  Program  acts  as  a  qualifying  factor  for  purposes  of  col¬ 
lege  admissions,  scholastic  diagnosing,  and  employment.  Persons 
19  years  of  age  or  older  are  eligible  to  take  the  tests  and  apply  for 
the  certificate.  The  tests  of  the  GED  program  are  designed  to  meas¬ 
ure  a  person’s  knowledge  and  skill  in  five  areas:  literature,  mathe¬ 
matics,  natural  science,  English,  and  social  studies. 

The  following  requirements  must  be  met  before  taking  the  GED 
tests: 

1.  Minimum  age:  19. 

2.  File  application  on  a  special  form,  which  is  available  in  the 
office  of  Student  Personnel  Testing  Section. 

3.  Cost:  A  fee  of  $3.00  for  the  initial  testing  and  $1.00  per  retest. 

4.  Have  a  valid  vocational,  educational,  or  other  purpose  in  ap¬ 
plying. 

The  institute,  through  the  Learning  Laboratory  or  Adult  Education 
classes,  offers  the  individual  the  opportunity  to  prepare  for  the 
GED  test. 
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